P-CARD PROCESSES SUMMARY

Default Chartfield and Fund Availability: 

Your transactions initially will be set to your Access Online default chartfield. If you want the transaction to go to your default chartfield, you will not need to change it.  However, if the transaction needs to be charged to a different chartfield, please change this transaction to the correct chartfield string.  Be sure to verify in PeopleSoft that funds are available in this chartfield to cover each transaction.  
Steps to Reallocate and Approve Transactions in Access Online:

1. Log on to U.S. Bank Online:   https://access.usbank.com
2. Select “Transaction Management.” 

3. Select “Transaction List.”  Select “All” as the appropriate billing cycle. 

4. Select transactions to reallocate (if necessary) and click on the “Reallocations” tab to change the chartfield to the appropriate chartfield selection.  It is the cardholder’s responsibility to charge the correct chartfield and to verify the availability of funds in PeopleSoft before reallocating.
5. Select transactions to approve; then click "Approve."

6. Select the 2nd choice, “No further approval needed……”

7. Click “Approve”

8. Final approved transactions will be extracted from US Bank and uploaded to PeopleSoft within 24 hours of the next business day.  

Process to submit P-Card Monthly Transaction Detail (statement):

1. Select “Transactions Management” and then select “Transaction List.”  (same screen used for making reallocation changes)

2. Select the correct billing cycle close date and click “Search” button. (Don’t select “Open” or “All.”)
3. Select the “Print Account Activity” button next to the search button.  
4. A new window called a WebFocus report will pop up.  Be sure your browser allows pop-ups and print this document.   
5. Staple your receipts to this monthly transaction detail list.  Attach receipts securely in the order as they appear on the statement, and make sure to staple so the little receipts don’t get lost.)
6. If you find you are missing a receipt, you must submit proper documentation for that purchase.  Either request a new receipt or credit slip, or complete a Receipt Replacement Form.  

7. Also attach or note on your monthly transaction detail list:  required quotes, contract number or sole source number, if applicable.
8. Attach “Food Purchase” form if you purchased food from a restaurant in this statement period. 

9. Sign and have your approver/manager sign your monthly transaction detail list; both signatures are required.
10. Email to pcard@matcmadison.edu if 5 pages or less; send hard copy interoffice if over 5 pages to Purchasing.

11. Email questions/concerns related to your pcard to pcard@matcmadison.edu  
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