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State of Idaho
Office of the State Controller
Division of Statewide Accounting

P-CARD USER MANUAL

P-CARD DOWNLOAD, CH STATEMENT, and SHOW
USERS BY DEFAULT/ASSIGNED CODE

INTRODUCTION

For each of the reports below, click Reports on the P-Card main menu. Then click the
name of the report.

P-Card

Agency; 1
[repors ) 200 ans | _statoviae et | o

Select Transmittal:
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PCARD DOWNLOAD

This report shows every transaction in the P-Card application for the date range specified.
It reports transactions back to approximately 06/01/2008. Agencies would use this to get
their transactions in one report. To generate a ‘PCard Download’ report, select a date
range, and then click TXT or CSV.

In MS Excel, the ACQ REF cells format needs to be changed to Number.

Figure 1 - PCard Download in CSV format
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[1 |MAME CCMUM TRAMDATE ~ POST DATE | ACQ REF MCC MERCHANT MERCH TAX CODE | MERCH TA AMOUNT TAX DESCRIPTION PCAIDY B
[2 |Abel 000000 8272008 0:00 | 87452006 0:00 +22 7B23 RSD #18 BOISE I E2130 -1287 o 3208 A

3 | Ahel 000000 5242006 0:00 | 87372006 0:00 +22 | 5085 WY GRAINGER 084 877-6954550 1D 50280 5396 0 3208 4
[4 |Abel 000000 5/2/2006 0:00 | 8/3/2006 0:00 +22 | 5085 WY GRAINGER 084 §77-5354550 1D 50280 10574 0 3208 A
[5 |Abel 000000 54272006 0:00 | 8472006 0:00 +22 7823 RED #18 BOISE ID 62130 12260 0 3208 A
[B |[BLUME 000000 8272006 0:00 | 8¢3r2006 0:00 +21) 5411 WAL-MART #2861  SEZ GARDEMN CITY ID 15188 21 01 1100 A
[ 7 |BLUME 000000 5242006 0:00 | 87372006 0:00 +22 5411 Wi SUPERCENTER  SE2 GARDEN CITY ID 15188 71 03 1100 A
[ & |Bogstie 000000, 7/31/2006 0:00 | §/2/2006 0:00 +22 | 5038 HC SUPPLY BOISE ID 27838 20 0 4432 4
[9 |Bogstie 000000, 773142006 000 57172006 0:00 +22| 5085 INDUSTRIAL STORAGE SY'S BOISE ID 21511 21154 o 4432 A
(10 [Bagstie 000000, 773142006 000 87252006 0:00 +21 3411 FRED-MEYER #0862 SFJ BOISE ID 98201 gz27 o 4432 A
(11 |Bogstie 000000, 7/31/2006 0:00 | §/2/2006 0:00 +22 5200 THE HOME DEPCT 1801 BOISE ID 53318 358 0 4432 4
(12 |BOLTONWIL 000000 54372006 0:00 | 8472006 0:00 +22 5211 PLATT ELECTRIC 031 TWIH FALLS ID 18413 3384 0 2301 4
13 | DRUMMOND 000000 8M72008 0:00 8¢3r2006 0:00 422 5411 ALBERTSONS #101  SSH BOISE ID B0700 1187 o 3112 A

CARDHOLDER (CH) STATEMENT REPORT

The cardholder statement shows all of the transaction information from the point of sale,
e.g., reference number, description of the vendor, and MCC coding. This is useful for
reconciling your transactions to the bank statements. A cardholder or the cardholder’s
proxy can run the report. However, the P-Card administrator will have selections to run
statements for all cardholders in the agency. To generate a CH Statement report:
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P-Card Administrator: Select All Cards, Your Card(s), or Card(s). If you select
Card(s), enter up to five credit card numbers by last ten digits of the card number in the
first field and then either WFMC for MasterCard or BOAV for VISA in the second field.
Then select a date range and click the desired file format extension.

CH Statement Report

@ All Cards
© Your Card(s) Ten-digit card number
and specific card type
O ard(s) [ 1234567890 [moav [ [

Date From: |09/01/2012 2]
Date To:  [ogmozorz |

S

Approver All: Enter up to five credit card numbers by the last ten digits of the card
number in the first field and then either WFMC for MasterCard or BOAYV for VISA in
the second field. Then select a date range and click the desired file format extension.

All other card holders: Select a date range and click the desired file format extension.

Figure 2 - CH Statement Report

sTave o
] usa
P-Card CH Statement Report Agency: 30 Department
Frem: 03/01/2012 Te: 08/31/2012

Hame: JBAUER

CC#: 4000000003 BOAV

Posting Date Tran Date  Ref Hum Description MCC Trans Amt Sales Tax
4/9/2012 4/5/3012 55541862097010177248503 THE HOME DEPOT 1806 BIOISE ID 5200 $332.92 $0.00
4/9/2012 4/5/2012 S53095920597200787700010  WONDER HOSTESS # 44050 BOISE ID 5462 $16.80 $16.80

Transaction Count: 2 Total: $349.72 £16.80

SHOW USERS BY DEFAULT/ASSIGNED CODE REPORT

The Show Users By Default/Assigned Code report will display your agency’s users that
are assigned a particular default or approval PCA or Index (depending on your agency’s
structure). This is the same information as found in the “view Users” options in the
Maintain PCA/Index of the Administrator screen.

To generate a Show Users By Default/Assigned Code report, select either Default
PCA/Index or Assigned Approval PCA/Index, enter the PCA or Index code, then click
the desired file format extension.

Figure 3 - Show Users By Default/ Assigned Code example
Users by Assigned Approval PCA Agency:

Assigned Approval PCA: 01018

Last Name First Name

BARRE DEE

BRASS WILL

CARLA KAREN
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