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

P-CARD USER MANUAL
P-CARD REPORT: CARDHOLDER NOT FOUND

P-Card User Manual P-Card Report Cardholder Not Found
Rev. Date: 04/16/2014 TOC Page 1



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

P-CARD USER MANUAL

P-CARD REPORT: CARDHOLDER NOT FOUND

If the report shows a “Cardholder Not Found” message, be sure the card is checked as
active in the application and then re-run the report. If the card holder is marked as
inactive, but the card is marked as active, the report will show transactions (given the
correct date range).

Below are examples of an inactive card associated with an active card holder.
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P-Card All Transactions Report Agency: |

Date From: 01/01/2013  Date To: 04/30/2013

Sort By: TMme
User Mame Card # PCA Index BFY Sub Obj Dtl 1099
Merchant Vendor 1D Six Loc Ve Apl Apl Ap3
description STARS Ven Six Grant Ph Project Ph
CARDHOLDER NOT FOUND 12 BOAN 4282 2013 5420
=
BEST BuUY 00010785 =] = =]
PROTECTIVE COVER/CASE/IPAD 411822872 o0 ED1282 00 ED1282 00
CARDHOLDER NOT FOUND i BOAN 4203 2013 5570
P-Card Approver Audit Report Agency: |
Date From: 04/00/2011  Date To: 04/16/2014
Card Holder Hame: R
Tranld Split Id Merchant Card # Card Holder Tran Date Amount  TM#
Lel User Le2 User Lel User Update User Update Date
1284416 © OFFICE MAX 12 BOAV CARDHOLDER NOT FOUND  3/26/2013 $20.59 16138
2 pENn 2 peck a FEAT 4/15/2013
1284416 © OFFICE MAX 12 BOAN CARDHOLDER NOT FOUND  3/26/2013 $20.58 16138
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