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PCard Accounts Payable Tasks  
This Quick Reference Guide provides an overview of the Accounts Payable tasks to process a Procurement Card 
(PCard) voucher.  It also covers how to handle PCard voucher errors and available Pcard queries.  

Overview 

A PCard or Procurement Card requires many steps to process.  Some are manual and others are automatic. The 
majority of these steps occur on the Procurement side, but there are some very important steps on the Accounts 
Payable (AP) side as well. 
 
The steps to process a PCard are: 

• A purchase order is established per Minnesota state law in order to encumber funds to ensure expenses 

incurred using a PCard can be paid. 

• Purchases are made using a PCard as if it were any other credit card. 

• The billing period closes on the 25th of each month and a statement is prepared by US bank and sent to 

the PCard reconciler. 

• The statement is reconciled and ChartField strings are assigned to account for specific transactions.  

• The reconciled statement is approved. 

• A voucher is automatically generated by SWIFT, matched (if necessary) and budget checked. 

• If there are no errors, the voucher is sent for approval. 

• Once approvals are successfully completed, the voucher will be paid according to the scheduled pay 

date. 
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The AP team is involved in the last three steps of the process to ensure payment is actually issued 
 
Generally, much of the voucher process for Pcard creation is automatic. As listed above, once the statement has 
been reconciled and approved, the voucher will automatically be created, matched if necessary, and budget 
checked. Notification is then sent to the necessary approvers. Vouchers are created on a daily basis once the line 
of the statement is approved. Vouchers can be created with up to 50 lines. 
 
Some monitoring is necessary to make sure there are no problems encountered. If there are problems, they must 
be resolved as soon as possible to ensure payment is made on time. 
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PCard Voucher Errors  
Multiple errors may happen as the PCard voucher is being created. If critical details are missing, the voucher may 
be created, but have a build error. If a purchase order is linked to the PCard transaction, it will be run through the 
match process.  If there are discrepancies, a match error will be generated. Also, an approver with issues on any 
information on the voucher may choose to deny the voucher. 
 
Any errors will prevent the voucher from being paid.  It is the responsibility of the AP team to make sure these 
issues are resolved, and payments are issued within 30 days of the invoice receipt date or goods receipt date 
(whichever is later). 
 
Resolve Vouchers in Recycle Status 

AP staff should regularly check to make sure there are no PCard vouchers that are in Recycle status. These can 
be identified though a search. 
 
Navigation:  Accounts Payable, Vouchers, Add/Update, Regular Entry 
 

1. On the Find an Existing Value tab, enter search criteria. 

• Business Unit 

• Select “Recycle” as Entry Status 

• Select “Procurement Cards” as Voucher Source 
 

Note: When searching for PCard vouchers with build errors, it is best to keep the search criteria limited so 
you can find all the problem vouchers. 
 
• Click Search 

 
All PCard vouchers in Recycle status are displayed in the search results, select one from the list view.  If only one 
voucher matches the search criteria entered, you will be brought directly to that voucher’s Summary page. If 
none are listed, you have no vouchers with build errors.  
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1. The voucher opens up on the Summary tab.  Click the Error Summary tab to see more details about the 

error.   

 
 

• On the Error Summary tab, review the error. 
o Line - Line number of the voucher in error 

o Field Name - Field causing the error 

o Message - Description of the error 

 
 

2. Click on the Invoice Information tab.   

• Depending on the nature of the error, you may have to work with your purchasing team and/or PCard 
Reconciler to decide how to best resolve the error. Contact the SWIFT Help Desk if you have questions.   

• The entire voucher should never be deleted and recreated when trying to resolve an 
error. 

 
• The Customer Number is one of the key fields populated from a P-Card Voucher.  It directs payments 

made to the bank.  DO NOT delete or change this number.   If there are problems with the voucher, 
resolve them without deleting the entire voucher. 
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3. Monitor the process. 
 
After the voucher has been successfully corrected, it will go through the match process (if needed), budget check, 
and approval.  If there are no exceptions, this will all happen without the involvement of AP staff. 
 
It should be monitored in order to promptly address any issues.  The “Vouchers Not Paid” query allows you to 
monitor the process.  It is described in the last section of this 
QRG.  M_PO_GBL_PCARD_VCHRS_NOT_PAID 
 
 

Quick Invoice Entry Voucher Build Errors 

On rare occasions, PCard vouchers may get not created due to errors during the voucher build process.  You will 
need to access Quick Invoice Entry to find and resolve these errors.  
 
Navigation:  Accounts Payable, Vouchers, Add/Update, Quick Invoice Entry 
 

1. On the Find an Existing Value tab, enter the Business Unit, change the Voucher Source to 
“Procurement Cards” and click Search. 

 

 
 

• If no search results are returned, you are done and no further action needs to be taken.  
 

• When there are search results, you need to review them.  Correct errors and continue to process the 
voucher.   Click the Voucher ID to open up a voucher and review it. 
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2. The Quick Invoice page is displayed.  It looks different from the vouchers you are familiar with. Only a 

few fields will be reviewed here.  For additional assistance, contact the SWIFT Help Desk. 
 

• Click Review Errors to see what the errors are for this voucher. 
 

 
 
3. Review the errors.  In this example, the errors are on the Invoice Lines.   

• Click Correct Errors to return to the previous page 
 

 
4. On the Quick Invoice page, click Line Details to view the lines 

 
 

5. On the Invoice Lines section, make updates as necessary.  Click Save 
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Once changes are made, SWIFT will automatically pick up the voucher continue the process as normal. The 
voucher should be able to be seen using the normal navigation path from this point forward 
 

Queries 

SWIFT has several queries available to help you manage PCard transactions. 

Vouchers not Paid Query 

This query allows you to see a list of which PCard vouchers are not paid. 
 
Navigation:  Reporting Tools, Query, Query Viewer 
 

1. Search for Query Name “M_PO_GBL_PCARD_VCHRS_NOT_PAID” 
Select an output method.  “Run to HTML” or “Excel” is most commonly used. 
 

 
 
 

2. On the Vouchers Not Paid query entry page, enter the Business Unit and click on View Results. 

 
 

3. You will see a list of all of the PCard vouchers that have not been paid. 
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• Review vouchers not yet paid to identify any errors and resolve them.  Use the field descriptions to 

determine how to resolve errors.  

 
 

 
4. Go into individual vouchers to review and resolve errors. 

Pay particular attention to the budget status, match status, approval status, and payment information. If there 
are any problems which will prevent the voucher form being paid, or if the current date is past the scheduled 
payment date, the voucher should be further investigated. 

Other PCard Queries 

 
Additional queries are available to get details about the PCard process.  Use the Query Viewer to find the list of 
PCard queries.  
 
Navigation:  Reporting Tools, Query, Query Viewer 

• In the Search By field, keep the default of “Query Name.”  In the begins with field, enter “%pcard” and 
click Search. 

 
• All PCard related queries will be shown along with a brief description of what can be seen in the query. 

 

 

7 | P C a r d  A P  T a s k s  
 


	Quick Reference Guide
	PCard Accounts Payable Tasks
	PCard Accounts Payable Tasks
	Overview

	PCard Voucher Errors
	Resolve Vouchers in Recycle Status
	Quick Invoice Entry Voucher Build Errors

	Queries
	Vouchers not Paid Query
	Other PCard Queries






