State of Idaho P-Card
Office of the State Controller
Division of Statewide Accounting

P-CARD USER MANUAL
RECONCILIATION REPORT

P-Card User Manual Reconciliation Report
Rev. Date: 09/17/2012 TOC Page 1



State of Idaho P-Card
Office of the State Controller
Division of Statewide Accounting

P-CARD USER MANUAL

RECONCILIATION REPORT

This report is used to reconcile P-Card with your bank statement. The Total of VISA
Transactions is the total of the transactions populated in P-Card. If you select the same
date range as your bank statement for this report, this amount should match your bank
statement balance.

The Reconciliation report is a summary of totals, not necessarily the status of individual
transactions. Depending on the date the report is generated, different totals in different
categories can be seen, even for the same date range. This is because at the time a report
is generated, Posted Pending transactions might be updated in P-Card or STARS
transactions in error might be fixed and posted. Examine the Total of each column of the
report:

e The 28Z Coding column represents the sum of the Posted in STARS and Not
Sent to STARS columns.

e The Changes/Error column can indicate changes you have made in your funding
sources or indicate an error in a batch in STARS.

e If there is an amount other than zero in the Total of the Changes/Error column,
look for batch errors in STARS. The individual amounts in the column indicate the
changes you have made in your funding sources.

1. Click Reports on the P-Card menu.
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2. To generate a reconciliation report, select a date range and then click the desired
file format extension.

Figure 1 - Reconciliation Report

STATE OF
usa
Reconciliation Report Agency: 90
From: 01/01/2014 To: 01/15/2014
Total of VISA Transactions: 59,876.39 Payments to Bank of America: 941687665 PC
Fund Grant 287 Coding Posted in STARS Mot sent to STARS Sent to STARS Changes / Errors
0001 - - OPURCH - 14 1,615.32 0.00 1,615.32 0.00 0.00
0001 - - 1005T - 14 320.62 0.00 320.62 0.00 0.00
0001 - - 1BLKFT - 14 174.98 0.00 174.98 0.00 0.00
0001 - - 1PRSTN - 14 13.59 0.00 13.59 0,00 0,00
0348 - 83 - ARMOO1 - 14 483.07 48.07 435.00 43.07 0.00
0348 - 83 - IDYCP - 13 189.52 180.31 9.21 180.31 0,00
0349 - 83 - IDYCP - 13 63.17 60.10 2.07 60.10 0,00
0450 - - 23013 - 14 4.43 0.00 445 0.00 0,00
Total: $9,876.39 $4,191.77 $5,684.62 $4,191.77 $0.00
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