For PCard Transaction Reconciliation:

Go to Menu > Purchases > and follow the instructions below depending on if you have a new/pending or draft
transaction status:

If “New or Pending” status Click on Verify Procurement Card Transaction Verification and select the transaction(s) to

reconcile.
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Draft Transactions can be seen and edited here.

To Edit, click on the PCTV 3 dots, under Action on » Procurement Card Transaction Verifications
the left side, click on Credit Card Transaction and

"Edit"

If your transaction is in “draft status” follow the below screenshot to edit the transaction.

My Procurement Card Transaction Verifications -

Ay es.o nE

[

=

Trarct et

Veforen  Verdcanon Humber Camgay Verifcazon Date Saoe Warticution dmognt | Cmency Pmbes of Trangactions.

AEtinng

Procurement Card Transaction Verification

|| oesmoes

1000456
[ &I eance

e Stat
For
Company 00 The Univer A
srerey 1]
Date s
Tetal At 0855

Cewdit Cavd Trangactions



For reconciliation, you must complete the Item Description and Spend Code Authorization number. You can type
“supplies” or whatever the item category is and the corresponding number will fill in.

Credit Card Transaction * 08/23/2023 P-0110561112 6.00 USD R
Transaction Date 08/23/2023 (o
Charge Description P-0110561112 T
Supplier (empty) Supplier % PCard Vendor Place Holder ... =
only

Purchase Order (empty) U
Supplier Contract (empty) D

T

Transaction Details 1 item

Company Business Document Line Item and Category

100 The University of Akron ftem

Line ltem Description

WS subscription

Spend Category
SC 5788 Subscription Reports Books

When using Supplier not listed, 'PCard Vendor Place Holder only', enter the name of Supplier in the Memo
section along with a Business Purpose, not the item description.

~ Goods

E;‘;"e‘ﬁ Deliver-To *Ship-To Address Ship-To Contact *Supplier Supplier Contract Supplier tem Identifier ‘ Memo Ca

10.00
x University of

Akron Gampus
System > Akron
Campus > Linceln
Building (LINC) =
LING 213

% 185E. Mill Street
Akron, OH 44325-0703

« PCard Vendor | = | | ‘
Place Helder only

x Deb Wilhite Supplier is S\il;ﬂv\\s‘

Club

United States of
America

Scroll the bar to the right and you will need your Cost Center account number. Your Department account is your default
Cost Center. If you have to change your Cost Center account, please follow the 1 — 2 — 3 - instructions below:

0.
Cost Center Grant Gift Departmental Sales/Testing
d
w  A4740001 = ‘ = ‘ w Gl 636520 Purchasing = ‘ = ‘ ‘
Purchasing Restricted Fund
1. Delete by clicking on the X" 2. Find your preferred special fund, grant,

start up, whichever you need to use.

3. Your Cost Center will autofill once
you click on your special fund.
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You MUST include an itemized receipt with each transaction in the form of a PDF or JPEG. If you do not have a receipt,
you must provide the explanation as to why you do not have a receipt and what it was that you purchased in as much

detail as possible, and attach that to the transaction.

Attachments

Drop files here

or

Select files

If you have forgotten to add a transaction, you can click on the blue “Add” button and add it while in editing mode.

Credit Card Transaction # 10/2

Information Attachments Transaction Details
2 items Sort By: .

Edit Summary
10/20/2023 48841050 Transaction
21622523358717988 20292 UsSD

11/22/2023

Transaction Date

Charge Description

Supplier

Purchase Order

Supplier Contract

Transaction Details

10/2

(em

item

Company

m < Save for Later ) ( Close )

100 The Univ
of Akron

If you have more than one transaction to reconcile in
one PCTV (Procurement Card Transaction Verification
Report)

You must select the next transaction and finish
reconciling before hitting the “Submit” button. If you
need to come back to reconciling at a later time, you
have that option, ONLY IF you are reconciling your
own transaction.

If you are given delegation to help another person’s
reconciliations, you CANNOT return to the transaction
if you did not complete it the first time reviewing. If
you find that you do need to return to a transaction
reconciliation, please email us at PCard @uakron.edu

and we will have to delete your current reconciliation
and create a “new” transaction for you to review for
the person who delegated you to reconcile their
account.
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