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

P-CARD USER MANUAL

UNABLE TO IMPORT OUTSTANDING
TRANSACTIONS

If you attempt to find and add missing transactions, whether starting from the
Outstanding CC menu selection on the P-Card main menu or from the Outstanding CC
button on the P-Card Administration screen, and the Import button is not active (greyed
out), check the following:

Missing transactions found for existing card

Search for Unpopulated Transactions
cc# [1234567890 Type |WFMC v |
Card Holder I 3
Descriptionl

Credit Card 1234567890 already exists

Unpopulated Transactions / Adjustments for CC# 1234567890

Import from date ID3£14;QDD? m m

Posting Date Amount  Description / Merchant

03/ 142007 85, 64 [VIWRLSS-IVR A FOLSOM CA
03/ 142007 3.75|PHOMECHARGE FEE ANSONIA ©
03/ 142007 299.19|PC FRONTIER ROCHESTER WY

The credit card may be checked as inactive in the P-Card user’s profile. Edit the user’s
profile, check the card as Active, and then try the Import again.

Reports App Menu Statewide Acct Logoff

Creation Date 11/17/2003
—Credit Cards
¥ Card Holder|
First Name S IV Active P-Card User CCE
Middle 7000000003
5000000003 BOA Edit Delete

Last Name WALSH ERIA Y Save
E-mail walsh@ idaho.gov

Proxy Cards _ Cc# Type Card Holder

EEI WFMC =
¥ Verifier I Verifier All I~ Admin
I Approver I” Approver All I Auditor
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