
REVIEWING AND SUBMITTING P-CARD TRANSACTIONS 

Financial Management > Accounts Payable > Credit Cards > Review/ Submit Transactions 

 

The next screen will show all the transactions on an employee’s P-Card for the current statement period.  

 

On the right, there are several options. 

 Edit – Modify the transaction. The Credit Card Transaction Maintenance screen will display. 

 Notes – Add notes to the transaction. If you do so, two asterisks will appear on the notes button when the 

transaction is highlighted. 

 Attach – Add an attachment (quote, prior approval, travel documents) to the transaction. 

 Submit – Submit the transaction for approval. Under the 2nd column “App Sts”, the approval status of the 

transaction will be reflected.  

The submit button is only available on transactions yet to be submitted. Once submitted, the status 

will update to one of the following: (WFH) Waiting for Approval, (DEN) Denied, or (APP) Approved.  

 

 

 

 

 



To verify transaction information, click the edit button. After selecting Edit, the Credit Card Transaction Maintenance 

screen will display.  If this transaction is related to a PO, at this time, please select your PO to tie this transaction to.  

 
If the purchase was a tangible purchase, (something with an object code that starts with a ‘5’ such as: (0100-27-5610-

2120) and the receipt does not show that tax was paid, then you will need to add “Comp Tax”. To add Comp Tax, please 

click Edit Master. The following screen will appear: 

 
 

At this point, click on the “Comp Tax” box and then enter “1000” in the “Site” so that the system will apply the correct 

amount of tax. Click “Save”. This will bring you back to the main Credit Card Transaction Maintenance page. Do not 

edit anything else on this page. 

 

At the bottom of your screen on the Credit Card Transaction Maintenance page is the Transaction Detail Lines. Click 

Edit. Add the account code that should be charged.

 
 

 

 

 

 

 

 

 

 



 

Please enter the account code distribution for the transaction and the Description. The Description should be an 

explanation for the expense.  

 
The screen for entering the codes is the same as when you enter codes for a requisition. Start typing your code (10 E 

530 0110….) and a list of codes that are available to you will appear. Select the code or codes you want to use for that 

transaction (8). If you need to split the codes for the transaction, select the codes needed and then either choose how 

much of the charge should be charged to each code or what percentage of the charge should be allocated to each code(9) 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

Then click “Save Account Distribution”. 
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If the accounts and account distribution look correct, click “Save”. Once you click save, you will be brought back to the 

main Credit Card Transaction Maintenance page.  

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

Please click “Submit for Approval” or “Save and Finish Later”. You have completed the submission process for a 

transaction. 

 
 

When you submit a transaction for approval, you will notice that the “App Sts” next to your transaction will change to 

“APP”.  

 

THIS ENTIRE PROCESS MUST BE COMPLETED FOR EACH 

TRANSACTION. 

 

 

 

 

 

 

 

 
 

 



CREDIT CARD TRANSACTION REPORT 

*This will be your statement for the month and will need to be submitted with all actual receipts* 

Financial Management > Accounts Payable > Credit Cards > Reports > Credit Card Transaction Report 

 

Highlight the report for the card that you are reconciling for. DO NOT EDIT THE REPORT. Just click Print.  

 

The report will show all transactions submitted on that card with amounts and account distributions. Reconcile with 

back-up documentation/ invoices and submit to Accounts Payable with your signature and your Supervisor’s signature 

on the report page. Please do not submit documentation to Accounts Payable until the statement period closes on the 

20th of the month. You will have until the 25th of the month to reconcile all charges.Thank you!! 

 

 

 

 

 

 

 

 


