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Pcard Reconciliation Process
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DASHBOARD

1. Account Name

2. Last 4 digits of Account

3. Current Balance
(updated as of previous business day)

4. Credit Limit

5. Available Credit
(includes pending purchases) 

6. Last 10 Posted Transactions

7. Set up Account Alerts

8. View Bank Statements

9. View Transactions

1. Account name

2. Last 4 digits of account

3.
4.
5.
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View transactions
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Transaction Screen Review

1 Approval Status
Pending=transaction has not been reallocated
or if reallocated but not sent for approval

Approved=sent for approval
2 Trans Date
3. Posting Date
4. Merchant
5. Amount
6. Detail-Merchant description of item

2 lines=-no description
3 lines=detail description

7. Attachment
8. Accounting Code/Description

Default FOAP or reallocated FOAP /
Added Description
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• Summary tab – show high level transaction information

• Allocations tab- where you can reallocate charge

• Approval History-show transactions that has been approved

• The Dispute section - initiate a dispute of transaction(s) in the 

system (ex: unauthorize charge, duplicate charge)

Transaction Screen Review cont.…

Transaction Detail Level II
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• Summary Tab – show transaction information

• Allocation Tab- where you can reallocate charge

• Transaction Line Item-show detail of  purchase

• Approval History Tab-show history of approved or rejected 

transactions by approver

Transaction Screen Review cont.…
Transaction Detail Level III
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Transaction Screen Review cont.…

• Transaction Line Items
(shows item description from merchants)

Return to the screen with your transaction list
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Allocations tab :

• Required fields  indicated with a red 

asterisk *

Transaction Screen Review cont.…

***Chart field is already populated unless split
Cost then you would need to add it to your
reallocated line(s)***

***Clicking the Save Allocations button is necessary to save any changes you make to your reallocation page; else, any newly added data will be lost***
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Transaction Detail Tabs:

• Approval History- show history of 

approval actions taken on a 

transaction

Transaction Screen Review cont.…



Client Training | Confidential 11

Reallocate a transaction
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Single Transaction Process

1. Choose you transaction by clicking on the 

select box

2. Click the Reallocate button
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Allocations tab

1. Reallocate your charge(s) if differ from your default account code segment    

otherwise leave as is .                                                                                                      

2.  Add your description.

**Accounts code has drop down box to make selection click on magnifier glass**

Single Transaction Process cont.…
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Enables you to delete a transaction that has been entered incorrectly.
Allow you to contribute more funds for a single transaction if necessary. 

DON’T FORGET 
TO CLICK

Single Transaction 
Process cont.…
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The reallocation symbol displays transaction has been reallocated and saved.  

Single Transaction Process Cont.…

Until you click the "Approve" button, your approval status stays at 
"Pending" even though you saved your reallocation(s). When the button is 
clicked, your approver will receive it.
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Additional allocation options

Presenter Notes
Presentation Notes
Now let’s look at some Access Online tools to speed up the allocation process.Next slide
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Add as favorites: Save  the accounting codes you use frequently to speed up the 

process. Name your favorite and be sure to click Save. 

You can add up to 25 accounting codes favorites from this screen. 
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Access your favorites

Once favorites are added, the accounting 

code line displays a drop-down menu to 

select a favorite or (if available) another 

accounting code added by your 

organization.

Presenter Notes
Presentation Notes
Next Slide
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Split allocation 

To split allocations among two or 

more accounting codes, click the 

Add button to display another 

row. You can then divide the 

allocation by percent or dollar 

amount.

Presenter Notes
Presentation Notes
You also have the ability to divide the transaction between two accounting codes, which is called a split allocation. They entered 75 percent of the total transaction amount to be allocated to one accounting code, and 25 percent to be allocated to another accounting code, and you can see that they now have 100% of the transaction amount allocated. Next Slide
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Reallocate multiple transactions
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segment then save allocation

1. Select transactions
2. Click Mass Reallocate it will bring you to the next screen
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You can choose from 
Leaving Allocations alone:
Substitute Current Allocations:
Add more allotments:

After completing allocations click the Save Allocation button

If you decided that you want to remove certain transaction you can select remove and then click 
the Remove Transaction button/Back to Transaction List

Mass Reallocate Process cont.…
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Attach a receipt/document
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Two ways to attach a receipt to a transaction
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Click Add Attachment

Attachment notes:

• You can attach a PNG, JPG, or 

PDF file to a transaction 

• The system converts all file 

types to a PDF after upload 

• No limit to number of 

attachments per transaction

• 5MB size limit for all files per 

transaction
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Locate your attachment

Attachment notes, pt. 2:

• Click the Add Attachment 

link to search and select 

items to attach

• You can also drag and drop 

files from your computer 

into the image window

• A thumbnail image of the 

attachment will display
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Add any other attachments

Attachment notes, pt. 3:

• Click the Add Another 

Attachment link under the 

image preview to search 

and select more items

• Be sure to click the Save

button when you are done 
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• A PDF icon now appears next to 

the paperclip to indicate the 

attachment has been saved

• Click the PDF icon to view the 

attachment

The attachment icon appears on the transaction list
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Approve a transaction

Presenter Notes
Presentation Notes
Some agencies, including all of DoD, use the Account Approval Process or AAP, which differs in that they not only approve transactions but monthly statements as well. If you are unsure which process applies to your card program, ask your next level up or your U.S. Bank Account Coordinator.Next Slide
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********Two ways to approve a transaction*******

Presenter Notes
Presentation Notes
Next slide
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Approve from Transaction Detail….cont.

Select the Approve 

button located on the 

Summary tab. 
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Approve from Transaction List….cont.

Choose the transactions to approve 

using the checkboxes in the Select 

column, then click the Approve

button below the list.

Some organizations do not allow 

cardholders to approve multiple 

transactions at a time. 
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Approver by Default or Select Name

If you have a default approver, the 

name will appear here. If not, click the 

select Approver box and search for the 

approver by name

.
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Select an approver…cont.

Select your approver from the list. 

You also have the option to check 

the box to make this approver 

your default approver.

After you select your default, the 

name will populate automatically 

each time you approve.

Click the Select Approver button.
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Submit the transaction for approval…cont.

If another approver besides your 

default is needed later, you have 

the Select Approver link to change 

approvers at any time.

The last step is to click the Approve

button.

Approve all transactions in the 

billing cycle in the same manner, or 

as your organization’s process 

requires.
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Check the approval status

The transactions now display as Approved. 

Key Approval Status descriptions:

• Approved: Cardholder have approved.

• Final Approved: Last approval manager in 

the workflow has approved.

Also, note the Locked icon that now displays 

before the Attachment column. When you 

approve a transaction, it moves to the 

Approver’s queue, and you are locked from 

making changes. 
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Pull back a transaction from your Approver

If you need to make changes to a locked 

transaction, we have a Pull Back button that 

allows you to pull the transaction back from the 

Approver’s queue so that you can edit the 

information.

Steps to follow:

• Click the Pull Back button to unlock the 

transaction

• Make any changes to attachments, 

allocations, comments, etc.

• Reapprove the transaction to send it back to 

your Approver once changes are made

Presenter Notes
Presentation Notes
What if you approved a transaction, and then you say, “Whoops, I forgot to do something before I approved it!”If you approved a transaction, you can pull it back from the next level of approver to do more work with it. Select it from the list. Click Pull BackThe status displays as Pulled BackNote that you can only pull back items in queue for the next approver above you. Keep this in mind if you have multiple approval levels.Also, Pull Back is an optional feature - some organizations do not allow cardholders to pull back transactions.Next slide
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Work with rejected transactions

An approver may reject a transaction if it needs 

a corrections or additional information.

Click the Rejected status link to view the 

Approval History tab.

Presenter Notes
Presentation Notes
Here we are on the Card Account Summary with Transaction List screen.What if your approver does not approve the transaction, but instead rejects it back to you?If an approver rejects a transaction back to you, locate it on your transaction list by looking for the word Rejected in the Approval Status column.Click the Rejected link for more information on why it was rejected.
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Transaction Detail: Approval History

The Approval History tab displays all approval workflow 

steps. The rejected transaction reason code in this 

example is (1) and an explanation is show in the Key for 

Rejection Reasons. 

Make the necessary corrections and re-approve the 

transaction.

Presenter Notes
Presentation Notes
Here we are on the Card Account Summary with Transaction List screen.What if your approver does not approve the transaction, but instead rejects it back to you?If an approver rejects a transaction back to you, locate it on your transaction list by looking for the word Rejected in the Approval Status column.Click the Rejected link for more information on why it was rejected.



Client Training | Proprietary 40

Rejected transaction notification email example

Notifications are available for rejected 

transactions; we will discuss notification 

setup and options later in the session.
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