Adding a SOAR-FIN Contract ID# to a PCard/ECard Transaction:

Select the transaction to be worked and go the area where the budget string is to be
entered:
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Enter your budget string (Account, Fund, Dept, Program, and Project where applicable),
then select the Contracts tab:

ProCard Account Distribution X
Help

Line 2 PO Qty 1.0000 UoM EA
Billing Date  08/21/2024 Billing Amount 989 USD Unit Price 9.89000

Distributions

@ | ViewAll

Chartfields Details/Tax Statuses Travel Contracts >

Dist Percent Amount Currency *GL Unit. “Account Oper Unit Fund *Sch/Disc/DeptiD

1 UsD ushor Q| |[60s4s0 al | Q| |[122#10 Q] [st1000

(J Send to Workflow

NOTICE: If you have a signed contract for
this payment, you are required to enter a
valid Contract ID on the budget line.




From the Contracts tab, press the Contracts button to access the contract subpage:
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NOTICE: If you have a signed contract for
this payment, you are required to enter a
valid Contract ID on the budget line.

You will be taken to this subpage:
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In the dropdown, select the contract ID# this transaction relates to. Make sure the supplier
name and other details are the expected result and press OK to coninue:
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You will return back to the distribution section where you can once again press OK to
continue and save the transaction.

ProCard Account Distribution

Line 2 PO Qty 1.0000 u
Billing Date  08/21/2024 Billing Amount 9.89 UsSD Unit Price
SpeedChart Transaction Unit Price 9.89000 Distribute By Amount
Distributions
Chartfields Details/Tax Statuses Travel Contracts >
Contracts Contract ID
Contracts PC000099
Send to Workflow

NOTICE: If you have a signed contract for
this payment, you are required to enter a
valid Contract ID on the budget line.




