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About PCard Merchant to Preferred Vendor Set-Up 

When the PCard is used, the Merchant name is loaded into Cardinal from the Bank of America 

(BOA) daily file. In order to capture SWAM and related spend, the merchants need to be set up 

as Preferred Vendors.   

 

This query is useful to identify new PCard merchants/vendors and related information to be 

updated within Cardinal as Preferred Vendors for future reporting.  

 

1 Navigate to:  Reporting Tools > Query > Query Viewer 

 

2 Enter query name: V_PR_PCARD_VNDR 

3 Click the Search button.  

 

 

4 Click the HTML hyperlink.   
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5 Enter dates as applicable and click the View Results button.   

 

 

6  New PCard Vendor report is shown. 

7 NOTE: Report can be downloaded as Excel, CSV and XML. 

 

 

8 Navigate to: Purchasing > Procurement Cards >Definitions > Preferred Vendors 

9 Find and Existing Value tab displays.  

10 Enter Merchant or click Search 
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11 The List of Merchants tab displays all new PCARD merchants. Note: in this case there more than 

9000 merchants on the list.   

12 Click on the Preferred Vendors tab 

 

 

13 The listing of Preferred Vendors is displayed. NOTE: in this case, there are 84 Preferred Vendors. 

The objective is to move the merchants to the Preferred Vendors list for accurate reporting.  

14 Click the List of Merchants tab.  
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15 Locate the merchant(s) to be added as preferred vendors, from your previous query or from this list. 

16  Click the Find link. 

 

 

17 Enter merchant name and click OK. 

 

 

18 Select Vendor and click on the Vendor ID lookup icon.  
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19 Enter Vendor ID or Short Vendor Name. 

20 Click Look Up button. 

 

 

21 Click selected Vendor ID hyperlink. 
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22 Vendor ID field is populated. 

23 Click the Location lookup icon.  

 

 

24 Click the Vendor Location hyperlink. 
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25 Click Save.  

 

 

26 Click the Preferred Vendors tab. 
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27 Selected merchant is now on the Preferred Vendors listing.  Note: quantity of vendors has increased 

by one.  

28 Repeat the process for all remaining PCard Merchants.  

 


