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P-CARD USER MANUAL 

POTENTIAL POSTED PENDING AND POSTED 
PENDING REPORTS 

POTENTIAL POSTED PENDING REPORT 
This report identifies transactions that have been processed by the bank but not yet 
approved or verified in P-Card and not sent to STARS. 

1. Click Reports on the P-Card menu.

2. To generate a Potential Posted Pending Report, select a date range, criteria to sort
the report by, and then click the desired file format extension. The sort criteria are:

• Name • PCA • TM #

• Posted Date
(date the transaction
posted at the bank)

• Trans Date
(date the
transaction
occurred at POS)

• Location

(Agencies that use Locations will also see PCA and Locations columns.) The report may 
display INVALID under the PCA column if the PCA on the associated transaction is 
blank or if the PCA has been manually entered and is actually invalid. 

Figure 1 - Potential Posted Pending 
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POSTED PENDING REPORT 
This report shows the transactions for which the P-Card administrator has executed 
Posted Pending process. (These are transactions that will post to STARS but are not yet 
verified and or approved.)  
 

1. Click Reports on the P-Card main menu. 
 

 
 

2. To generate Posted Pending Report, select a date range, criteria to sort the report 
by, and then click the desired file format extension. The sort criteria are: 

 
• Name 

 
• Tran Date 

(date the transaction 
occurred at POS) 

 

• PCA 
 

• Location 
 

• Post Date 
(date the 
transaction 
posted at the 
bank) 

• P/P Date 
(date Posted Pending 
was executed) 

• Merchant 
 

• Amount 
 

 
(Agencies that use Locations will also see PCA and Locations columns.) 
 
The report may display INVALID under the PCA column if the PCA on the associated 
transaction is blank or if the PCA has been manually entered and is actually invalid. 
 
Figure 2 - Posted Pending report 
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