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Processing PCard Vouchers 
PCard processing involves reviewing, verifying and approving PCard transactions.  At the end of each 
monthly cycle, queries are run to ensure all transactions have been approved.  The approved 
transactions are then loaded to voucher staging tables for processing and payment.  The PCard process 
includes both PCard and ISSP transactions. 

To Process P-Card Transactions: 
Purchasing – Review/Verify/Reconcile PCard Transactions: 

1 PCard transactions from PCard Vendor loaded daily (10 files - 1 for each Card Issuer) into Cardinal – 
Batch Processor 

2 Correct Load errors – PCard Administrators 

3 Review and verify/reconcile (or dispute) PCard transactions, apply distributions and budget check – 
PCard User 

4 Approve verified/reconciled PCard transactions – PCard Approver (Supervisor assigned to the 
PCard) – refer to training documentation for Performing Approvals, Approving PCard Transactions 
topic 

5 At the end of Billing Cycle (15th of the month), run Unreconciled Transactions query to identify 
transactions that require action – PCard Voucher Accountant 

 

 

6 Navigate using the following path:  

Main Menu > Reporting Tools > Query > Query Viewer 

7 Enter Query Name V_PR_UNRECONCILED_TRNSCTNS into the Search By – begins with field.   

8 Click the Search button. 
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9 A new pop-up window displays.  Enter the value for Card Issuer.  In this example, BAVI1 represents 
the Bristol District corporate account.   

10 Enter a % in both the Name and District fields since the District is specified.   

Please note that although the query description specifies ISSP Un Reconciled Transaction, the 
Card Issuer value determines whether the results will include PCard or ISSP transactions.  The Card 
Issuer value for ISSP transactions is ISSP0. 

11 Click View Results to run the query. 

12 Click on the Excel Spreadsheet hyperlink to download the query results to an Excel document to 
view the unreconciled transactions and take appropriate action, which may include notifying 
appropriate PCard Administrators. 
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13 Load approved PCard transactions for current billing cycle to voucher staging tables (last business 
day of the month) – TBD 

14 Voucher Build Processes (10 vouchers created) – Batch Processor 

15 Load approved PCard transactions for previous billing cycle(s) to voucher staging tables (1st day of 
the month) – TBD 

16 Voucher Build Processes (up to 10 vouchers created) – Batch Processor 

 

Accounts Payable – Review/Update/Approve PCard Vouchers: 
1 Run the query V_PR_PCARD_TRANS_BY_TRANS_DT to review transactions, by district, included 

on the voucher for the billing date specified - PCard Voucher Accountant 

 

2 Navigate using the following path: 

Main Menu > Reporting Tools > Query > Query Viewer 

3 Enter V_PR_PCARD_TRANS_BY_TRANS_DT into the Search By – begins with field.   

4 Click the Search button. 
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5 In the Search Results section, click on the HTML hyperlink under Run to HTML. 

A new pop-up window displays. 

 

 

6 Enter in appropriate information for all fields, including District Account and Billing Date.  For some 
fields, a % sign can search for all values. 

7 In this instance, the query is being run for the BoAVDist1 district account, billing date 7/15/2011.  
This will extract transactions for the BAVI1 card issuer. 

8 Click View Results to run the query. 
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9 Click on the Excel Spreadsheet hyperlink to download the query results to an Excel document. 
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10 In the downloaded Excel document, sum the Amount field.  This total represents the total billed to 
District Account BoAVDist1 (card issue BAVI1) on 07/15/2011 and will be needed for voucher 
reconciliation.  The total is $20,480.66.  This total will include both reconciled and unreconciled 
transactions.  Sort the results by Voucher to determine the total amount included on the voucher(s) 
created for billing period.  In this example, the total amount for voucher 00004411 is $343.79. 
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11 Navigate to the Worklist.  Click on the Worklist to view Cardinal items pending action. 

12 The PCard Approver would need to be aware of his or her District and Customer Account Number.  
The Approver would not likely know what Voucher IDs apply to their District, and would need to 
review each of the Vouchers on the Worklist to determine which vouchers are applicable to their 
District.  At this point, the Approver would need to make note of each Voucher ID on the Worklist for 
future reference. 
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13 Navigate using the following path: 

Main Menu > Accounts Payable > Vouchers > Add/Update > Regular Entry 

  

14 Enter a valid Voucher ID from the list of vouchers included on the Worklist.  In this example, the 
PCard Approver knows that Voucher 00004411 applies to their District.  

15 Click the Search button. 
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16 The Voucher Summary page displays for voucher 00004411.  Note the Voucher Source and 
Invoice No. 
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17 Click on the Invoice Information tab to display the invoice information for voucher 00004411.  Note 
the Customer Account #. For this voucher, the Customer Account # is 00004715290007150450.  
The PCard Approver notes that this is his or her District’s Customer Account # and is responsible for 
updating this voucher to properly reflect the recent billing statement. 

18 To update the PCard vouchers, the PCard Approver will need to complete two actions for each 
applicable voucher: 

1. Update the Responsible Org field on the Invoice Information tab. 
2. Update the Distribution Line information. 

a. This step is dependent on the Invoice Number.  The naming standard for PCard Voucher 
Invoice Numbers follows this format:  [district] + [bill date] + [desc]. 

b. The [desc] field will be one of either two values – BILL or ADJUST. 
i. BILL – represents a current billing cycle voucher. 

1. The voucher must be updated by inserting an additional Distribution Line 
for unreconciled transactions included on the Billing Statement. 

a. Speedtype / Cost Center 1112022 
b. Account 5013090 
c. Department ID XXXXX (District or Central Office) 
d. Merchandise Amount $$$.$$ 

2. Voucher Invoice Total amount must agree with BOA Billing 
Statement total. 
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ii. ADJUST – represents a previous billing cycle voucher. 
1. The voucher must be updated by inserting an additional Distribution Line 

to clear amount previously recorded to “Suspense”. 
a. Speedtype / Cost Center 1112022 
b. Account 5013090 
c. Department ID XXXXX (District or Central Office) 
d. Merchandise Amount -$$$.$$ (total of voucher line amounts 

created from approved transactions). 
2. Voucher Invoice Total amount must be $0.00. 

 

19 In this example, the Invoice No. 1_071511_BILL_00000000001 reveals the District as District 1, the 
billing date as 07/15/2011, and the description BILL indicates that this is the first voucher in the billing 
statement. 

Updates 1 and 2.b.i from above will need to be made. 
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20 In the Responsible Org field on the Invoice Information tab, enter 11000 for the Bristol District 
Office. 

21 Scroll to the bottom of the page. 

22 Click the Last hyperlink in the upper-right of the Invoice Lines section to show the last invoice line. 

23 In the right-hand corner of the Invoice Lines Section, click the + icon to add a new invoice line. 

24 A pop-up window will open requesting the number of rows to add.  Click OK to add 1 new invoice line. 
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25 A new Invoice Line Line: 3 is added. 

26 Enter a value into the Description field to indicate this distribution represents the remaining billing 
statement balance. 

27 In the SpeedChart field, enter 1112022. 
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28 This SpeedChart populates the Fund, Program and Cost Center fields. 

29 The total billing statement was $20,480.66 – the existing invoice amount on this voucher was 
$343.79.  Thus, a total of $20,136.87 ($20,480.66 - $343.79) needs to be added via invoice line 3 to 
make the total voucher amount equal to the billing statement.  In this example, the remaining balance 
for the Bristol District (BAVI0) from the 7/15/11 billing statement is $20,136.87.  Add this to the 
Merchandise Amt field in the distribution for Invoice Line 3 as well as the Line Amount field. 

30 In the Account field, enter 5013090.   

31 Enter a [valid value] in the Department field. 
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32 Scroll to the top of the page.  In the Invoice Lines Total field, enter the total amount of the billing 
statement.  This should equal the sum of the existing invoice lines and the newly added line.   

33 Click the Calculate button.   

34 The Difference field should show 0.00. 

35 Scroll to the bottom of the page and click the Save button. 
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36 Click OK on the resulting pop-up. 
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37 Click OK on the resulting pop-up.  The voucher is resubmitted to the Approvals process since the 
distribution amounts were updated. 
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38 The voucher is now Saved. 

39 From here, the voucher is re-processed through batch Budget Check.  After passing Budget Check, 
the voucher is re-routed to the PCard Voucher Approver, who can then review and approve.  The 
voucher is now ready for payment. 
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To Process ISSP Transactions: 
Purchasing – Review/Verify/Reconcile ISSP Transactions: 

1 ISSP transactions from vendor loaded daily (1 file) into Cardinal – Batch Processor 

2 Correct Load errors – Procurement System Administrator 

3 Review and verify/reconcile (or dispute) ISSP transactions, apply distributions (if necessary), and 
budget check – ISSP Reconciler 

4 Approve verified/reconciled PCard (ISSP) transactions – Supervisor assigned to the PCard (ISSP) 
(Location) – refer to training documentation for Performing Approvals, ISSP Approval topic 

5 Load approved PCard (ISSP) transactions to voucher staging tables (daily) – TBD 

 

Accounts Payable - Review/Update/Approve ISSP Vouchers: 

1 Voucher Build Processes – Batch Processor 

2 Run the query V_PR_PCARD_TRANS_BY_TRANS_DT to review transactions, by district, included 
on the voucher - PCard Voucher Accountant 

3 Update voucher with Responsible Org (10015 – Fiscal Division) and approve voucher – PCard 
Voucher Accountant 
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