
 
Cardinal Accounts Payable Job Aid 

AP312 Processing PCard Vouchers (VDOT Only)  
 

Rev 9/1/2026  Page 1 of 24 
 
  

 

  Table of Contents 

Revision History ..................................................................................................................................... 2 

Roles and Responsibilities in the PCard Process ................................................................................... 3 

Processing PCard Transactions ............................................................................................................. 4 

Reviewing PCard Transactions .............................................................................................................. 7 

Clearing the Suspense Account ........................................................................................................... 23 

Processing ISSP Transactions (MANCON) .......................................................................................... 24 

 

  

Processing PCard Vouchers Overview 

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. This Job Aid focuses on the Accounts Payable role in the 
PCard process as it relates to creating the PCard Voucher. Note that other parts of the process are 
mentioned to set context and are not covered in detail. 

Navigation Note: Please note that there may be a Notify button at the bottom of various pages utilized 
while completing the processes within this Job Aid. This “Notify” functionality is not currently turned on 
to send email notifications to specific users within Cardinal. 
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Revision History 

Revision Date Summary of Changes 

9/1/2026 Updated to reflect the Cardinal system upgrades. 

6/12/2025 Baseline. 
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Roles and Responsibilities in the PCard Process 
The flow chart lists the PCard key roles and high-level responsibilities for PCard Voucher Transactions 
to provide context for the Job Aid. 
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Processing PCard Transactions 
Identifying Unreconciled Transactions  

At the end of the Billing Cycle (15th of the month), run the PCard/ISSP Un Reconciled Trans query. 

Step Action 

1. Navigate to the Query Viewer page by clicking the Query Viewer tile. 

 

The Query Viewer Search page displays. 

 
 

 

2. Enter “V_PR_UNRECONCILED_TRNSCTNS” in the “Query Name” begins with field. 
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Step Action 

The PCard/ISSP Un Reconciled Trans query displays in the Search Results section. 

 

 

Although the query description specifies ISSP Unreconciled Transactions, the Card Issuer 
field value determines whether the results will include PCard or ISSP transactions. The Card 
Issuer value for ISSP transactions is “ISSP0”. 

3. Select the output format for the query by clicking the applicable link. 

  

 

The XML format is not used in Cardinal Financials. 

The PCard/ISSP Un Reconciled Trans query opens in a new browser tab. 

 

4. Enter or select the applicable Card Issuer in the Card Issuer field. 

  

5. Enter or select the applicable name in the Name field or enter “%” for all. 
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Step Action 

6. Enter or select the applicable district in the District field or enter “%” for all districts. 

  

7. Click the View Results button. 

 

The query downloads to Excel. 

 

8. Click the File to open it. 

   

The unreconciled transactions results display in Excel. 

 

9. Review the results and take the appropriate action based on the status of the transaction 
(e.g., Reviewed, Verified). This may include notifying the appropriate PCard Administrator. 

 

The Cardinal PPS Team loads approved PCard transactions with valid ChartField status for 
the current billing and previous billing cycle(s) to Voucher staging tables (around the 26th of 
the month).  
The Voucher Build Processes then creates Vouchers for regular and emergency PCard 
Transactions. 
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Reviewing PCard Transactions 
The PCard Accountant/Voucher Processor runs the PCARD Transactions by Trans Dt 
(V_PR_PCARD_TRANS_BY TRAN_DT) query to review transactions by district, included on the 
Voucher for the billing date specified. 

Step Action 

1. Navigate to the PCARD Transactions by Trans Dt query by clicking the Query tile on the 
Cardinal Financials Homepage. 

 

The Query Viewer Search page displays. 

 
 

2. Enter “V_PR_PCARD_TRANS_BY_TRANS_DT” in the “Query Name” begins with field. 
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Step Action 

The PCARD Transactions by Trans Dt query displays in the Search Results section. 

 

3. Select the output format for the query by clicking the applicable link.  

  

 

The “XML” format is not used in Cardinal Financials. 

The PCard Transactions by Trans Dt query opens in a new browser tab. 
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Step Action 

4. Enter the applicable information for all fields with the applicable information. For some fields, a 
“%” can be entered to search for all values. 

 

5. Click the View Results button. 

 

The query downloads to Excel. 

 

6. Click the File to open it. 
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Step Action 

7. Sum the Trans Amount field in the downloaded Excel document. In this example, this total 
represents the total billed to District Account BoAVDist 9 (Card Issuer: BAVI9) on 01/15/2026 and 
will be needed for Voucher reconciliation.  
This total will include both reconciled and unreconciled transactions. 
For this example, the total PCard Transactions is $421,299.29. The Voucher Number for these 
transactions is 01863955. The Voucher Number(s) display on this query in the Voucher ID 
column. 
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Step Action 

9. Verify the Voucher Invoice Total field matches the total of the Billing Amount. 

 

 

• If the total of the Billing Amount and Voucher match, no further action is required. 
• If the total of the Billing Amount and Voucher do not match, proceed to the next step.  

9. In the downloaded Excel document, sum the Trans Amount field. 
In this example, this total represents the total billed to District Account BoAVDist8 (Card Issuer: 
BAVI8) on 01/15/2026. This total will include both reconciled and unreconciled transactions. For 
this example, the total PCard Transactions is $317,977.60. 
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Step Action 

10. Sort the results by Voucher to determine the total amount included on the Voucher(s) created for 
the billing period.  
In this example, the Voucher Number that was created is 01863956 and the total amount is 
$313,895.67. The difference between the Total billed amount ($317,977.67) and the Voucher 
amount ($313,895.67) is $4082.00. 
The $4082.00 represents transactions that have either not been reconciled or have been 
reconciled but not approved for that billing period.  

 

The Voucher payment must match the total amount billed. Therefore, the Voucher will need to be 
adjusted accordingly. These steps are completed by the PCard Accountant/Voucher Processor. 

11. Navigate to the Regular Entry page by clicking the AP WorkCenter tile on the Cardinal 
Financials Homepage. 

 
 

 

For information about WorkCenters, see the Job Aid titled Overview of the Cardinal Financials 
WorkCenters located on the Cardinal website in Job Aids under Learning. 

12. Use the following navigation path in the WorkCenter: Links > Vouchers > Regular Entry 
Note: WorkCenter sections, folders, and pages may vary based on the user’s Security roles. 
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Step Action 

 

Users can also access the Regular Entry page using the following navigation path: 
NavBar > Menu > Accounts Payable > Vouchers > Add/Update > Regular Entry  

The Voucher Add a New Value page displays. 

 

13. Click the Find an Existing Value button. 
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Step Action 

The Find an Existing Value Search page displays. 

 

14. Enter the applicable Voucher Number in the Voucher ID field. 

 

 

This is the Voucher Number from the PCard Transactions by Trans Dt query. 

15. Click the Search button. 
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Step Action 

The Voucher displays with the Voucher Summary tab displayed by default. 

 

16. Click the Invoice Information tab. 
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Step Action 

The Invoice Information page displays. 

 

 

The PCard Accountant/Voucher Processor reviews the Customer Account # and Responsible 
Org fields to verify this information is for their District. This Voucher will need to be updated so 
that the amount matches the billing. 

17. Update the Responsible Org field as applicable.  

 

 

The next step is dependent on the Invoice Number. The naming standard for PCard Voucher 
Invoice Numbers follows a format as follows: [district] + [bill month/year] + [desc]. 

• BILL – represents the current billing cycle Voucher 
• ADJUST – represents a previous billing cycle Voucher 

For this example: 

 
District: STN = Staunton 
Bill Date:  01/15/2026 
BILL: current billing cycle  
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Step Action 

18. In the Invoice Lines section, click the Last link. 

 

19. Click the Add a New Row (+) icon to add a new Invoice line. 

 

The Enter number of rows to add pop-up box displays and defaults to “1”.  

 

20. Click the OK button. 
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Step Action 

A new row is added. 

 

21. Enter “Remaining Balance Suspense” in the Description field to indicate this distribution 
represents the remaining billing statement balance.  

 

22. Enter or select the applicable SpeedChart in the SpeedChart field. 

 

 

This populates the Fund, Program, and Cost Center fields. 

23. In the Merchandise Amt and Line Amount fields, enter the remaining balance between the total 
amount billed and the amount Invoiced. 
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Step Action 

 

In this example, the total billing statement was $454,549.13 and the existing amount on the 
Voucher is $451,372.60. This a total of $3176.53 ($454,549.13 – $451,372.60) that needs to be 
added on Invoice Line 394 to make the total Voucher equal the billing statement.  
The $3176.53 is therefore the amount for this example. This amount goes into the suspense 
account to be released later. 

24. Enter “5013090” in the Account Number field. 

 

25. Enter the applicable Department in the Department field. 

 

Example of a completed Invoice Line: 
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Step Action 

26. Scroll to the top of the page and update the Total field to the amount of the billing statement.  
For this scenario “317,977.67” 

 

 

This should equal the sum of the existing Invoice Lines and the newly added Invoice Line. 

27. Click the Calculate button. 
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Step Action 

The page refreshes and the Line Total field displays the updated Line Total, which should match the 
Total field. 

 

28. Click the Save button. 

 

A message displays in a pop-up window. 

 

29 Click the OK button. 
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Step Action 

The Voucher Invoice Information page redisplays. 

 

30. The Voucher has successfully saved. 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 to review 
and approve. 
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Clearing the Suspense Account 
The Cardinal program will create an adjustment Voucher for the PCard transaction(s) that were missing 
from the previous period bill that were charged to the suspense account. These actions clear the 
suspense account and create a “0” dollar Voucher.  

See the steps below:   

• The Bill description will contain “DISTRICT_MONTH/YEAR_ADJUST” (e.g. SAL_2/25_ADJUST) 
and the Voucher will need to be updated as follows: 
o Insert an additional Voucher line to clear the amount previously recorded as a Suspense. 
o Enter the SpeedChart/Cost Center: 11120220 
o Account: 5013090 
o Department ID: XXXXX (District or Central Office) 
o Merchandise Amount: - $XXX.XX (negative total of the Voucher line amounts created from 

approved transactions to release the suspense account) 
o Voucher Invoice Total amount must be $0.00 

 
Sample Screenshot of the Voucher and Voucher Line to Clear Suspense Account 
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Processing ISSP Transactions (MANCON) 
Purchasing – Review/Verify/Reconcile ISSP Transactions 

1. ISSP transactions are loaded daily from the supplier into Cardinal (Batch Processor) 
2. Correct Load errors if necessary (Procurement System Administrator) 
3. Review, verify and reconcile (or dispute) ISSP transactions, apply distributions (if 

necessary), and budget check (ISSP Reconciler) 
4. Approve verified/reconciled PCard (ISSP) transactions (Supervisor for specific PCard 

(ISSP) Location 
5. Load approved PCard (ISSP) transactions to Voucher staging tables every day  

 

Accounts Payable - Review/Update/Approve ISSP Vouchers 

1. Voucher Build Processes (Batch Processor) 
2. Run the V_PR_PCARD_TRANS_BY_TRANS_DT query to review transactions, by district, 

included on the Voucher (PCard Voucher Accountant) 
3. Update the Voucher with the Responsible Org (10015: Fiscal Division) and approve 

Voucher (PCard Voucher Accountant) 
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