Penn Travel Card

V. Perform credit card transaction analysis as needed

1. What is the process to run a credit card transaction analysis?

e.

Run “Payment Trans Report — Adm” report in BoA WORKS® to view card
transactional activities including payments made directly by cardholders (See Figure
3 for the identification of payments and transaction descriptions)
Run “Assigned Credit Card Charges” report from Data Warehouse (Business Objects
Report), this identifies any non-reimbursable credit card transactions as shown in
Concur

i. See Figure 5 for the Business Objects report location

ii. Search by employee’s Penn ID # only
Ensure appropriate business use of the Penn Travel Card
Determine whose responsibility it is to pay an outstanding debit balance on
cardholder’s account; the cardholder or his/her department
Monitor potential fraudulent card activities as needed

Figure 5: “Assigned Credit Card Charges” report in Business Objects
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