
NEW CREDIT CARD PROCESSING

Introduction

Over the next few weeks we will be transitioning the credit cards from the current UMB Visa cards to Commerce Bank Visa cards. This change is in response 
to bank services being bid out last year and Commerce Bank winning the bid. This training is designed to assist in the transition to make it as smooth as 
possible.

Differences

UMB Commerce

Building Card• Card in individual name•

Multiple users per card• Single user per card•

Reconciled on a monthly basis• Reconciled on a weekly basis•

Reconciled on paper• Electronic reconciliation•

Paper submittal for approval• Electronic submittal for approval•

All requisitions created using UMB vendor• Requisitions will be to the individual vendors, with 
exception of P-Card Meals, P-Card Gas, P-Card Tolls 
and P-Card Taxi

•

Did not identify on Keystone requisition a credit card 
transaction

• Identify on Keystone requisition with Via "C" credit 
card transaction

•

Original statement, receipts and other supporting 
documentation sent to Accounts Payable

• Electronic documentation will be used by Accounts 
Payable, originals will stay with Site Credit Card 
Processor (Bookkeeper)

•

No signed agreement• Signed agreement and Credit Card Procedure 
Manual

•

Keystone

There is a change in the requisition entry in Keystone as a result of the transition from UMB Visa to Commerce Bank Visa. This will affect all requisitions 
regardless if it is for a credit card purchase or a normal purchase order. When entering a requisition you will no longer be able to tab through the "Via" 
option, it is now a required field. (see screen shot below) When entering a requisition for a credit card transaction you must select "C" or you will have to 
cancel and redo the requisition. For transactions other than credit card please select the appropriate action you want to take place. 

Y - yes print•
N - do not print•
F - fax•
E - email•
T - transmit file•
C - credit card•

Must be populated
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Weekly Reconciliation and Submission

Login

You will login to www.contolpayadvanced.com each Monday to reconcile the card for the prior week's transactions. Your username and password will be 
provided once you receive your ISD card. The first time you log in you will be required to agree to the terms and conditions as well as change your password 
and set up security questions. 

NOTE: ORGANIZATION ID is INDEPENDENCEGROUP - all caps

   Other Page 2    

http://www.contolpayadvanced.com


INDEPENDENCEGROUP
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Printing a Statement

When you are reconciling your transactions weekly you will not have received a hard copy of your statement, but you can print one from the ControlPay 
Advanced website. The following screen shots show the steps to print out a weekly statement:

Add search criteria, suggest 
last name and statement 
closing date

Click Search after adding search criteria

   Other Page 4    



Click here to download statement

Maintaining Transactions

Maintaining Transactions is the process of viewing your individual transactions and reconciling them. This is where you will verify charges, amounts, add the 
PO number and upload receipts to each transaction. The following screen shots will show the steps to reconcile a transaction:
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This will not be displayed on your screens

Make sure Billing Cycle is the desired cycle - transactions must fall between date range

Add search criteria, suggest 
last name

All transactions that 
happened during that 
billing cycle will be listed 
below

Click to add PO number - this will bring 
up a list of open valid credit card PO
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Leave the Invoice Number and Invoice Date blank. Accounts Payable will enter that information. 

Click the PO from the list. If the PO number 
does not show up on the list you did not select 
Via "C" on the requisition and you must cancel 
and redo the PO. 

•

Once the PO has been selected, if the PO has 
multiple lines, you will need to add a -1 or -2 
to the end that will correspond with the line 
item on the Keystone PO. 

•

Enter "C" if the PO will be closed with this transaction or "O" if there 
are still more line items that need to be paid

Recommend hitting save after every transaction

Add PO description here
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To add a receipt to the transaction you will click on 

Creating an Envelope

Creating an Envelope is the next step in getting the credit card transactions approved. An envelope is a group of transactions that have been reconciled and 
have receipts attached. Once the envelope has been created it will then be submitted to the appropriate approver. The following screen shots show the steps 
to create and submit an envelope:

After uploading receipt hit save

Add search criteria, suggest last name
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Add search criteria, suggest last name

Select Create New Envelope

Create Envelope Name - Initials and last day of billing cycle

Select cycle the transaction occurred
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Check the box to add transaction to the envelope

Verifies you have attached a receipt

Print Envelope and keep with original documentation
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Once you have printed and saved the envelope you will need to submit it so it will be sent to the appropriate approver by clicking 

Note: Only submit if the envelope is your credit card transactions. If you are reconciling on behalf of the 
principal or department head do not submit. In those instances you will save the envelope and send an 
email to the cardholder letting them know an envelope has been created and they need to submit it. 
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