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Reviewing PCard Transactions in SWIFT  

The PCard Reviewer will have the ability to review but not update transactions for the applicable PCard holders. 
Reviewers will have the ability to add comments to the transaction lines and add attachments. This role will NOT 
have the ability to apply chart of accounts to the transaction lines. This is an optional role and is not required for 
each PCard holder.  

Users with this role have access to: 

• Reconcile Statement - Review PCard transactions

• Run PCard Reports

Users with this role have Inquiry/Display only access to: 

• Card Issuers

The following topics will be covered in the PCard Reviewer Tasks QRG: 

• Searching for PCard Transactions

• View Chart of Account Data for PCard Transactions

• Add Comments and Attachments to PCard Transactions

• Viewing Level 3 Data for PCard Transactions

• View Use Tax for PCard Transactions
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Searching for PCard Transactions 

Navigation: Purchasing, Procurement Cards, Reconcile, Reconcile Statement 

The Reconcile Statement Search page allows a user multiple ways to search for PCard Transactions. The most 
common search criteria are Role Name, Card Issuer (Managing Account) and Billing Date (typically the 25th of 
each month), which are depicted in the screen shot below. This will return all non-closed transactions that meet 
the search criteria. Other common search criteria are listed below. 

• Employee ID
• Employee Name
• Statement Status

o Staged (Transaction has been loaded but not verified or approved)
o Verified (Transaction has been verified)
o Approved (Transaction has been approved)
o Closed (Voucher has been built successfully)
o Error (Voucher has been built but there is an error)

• Budget Status
• Transaction Date

Once the search criteria has been entered, select Search to return the PCard transactions. 
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View Chart of Account Data for PCard Transactions 

Navigation: Purchasing, Procurement Cards, Reconcile, Reconcile Statement 

Enter the applicable search criteria and select Search. The applicable PCard transactions will be returned. 

 Select the Distribution (  ) icon for the PCard transaction. 

View the chart of account data (if entered). 
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Add Comments and Attachments to PCard Transactions 

Note: This is the main task for the PCard Reviewer. 

Navigation: Purchasing, Procurement Cards, Reconcile, Reconcile Statement 

Enter the applicable search criteria and select Search. The applicable PCard transactions will be returned. 

Select the Comments ( ) icon for the PCard transaction. 

Enter Comments into the Comments field. 
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Click Attach, select the file to be attached and Upload. 

 The attachment is successfully uploaded. 

 The comments icon is updated to show that comments or attachments have been added. 
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Viewing Level 3 Data for PCard Transactions 

Note: Level 3 is additional data sent by some merchants that provides additional information on the transaction. 
Not all merchants are able to send Level 3 information.  

Navigation: Purchasing, Procurement Cards, Reconcile, Reconcile Statement 

Enter the applicable search criteria and select Search. The applicable PCard transactions will be returned. 

Select the Line Details (  ) icon for the PCard transaction. 

Select the various tabs to view the Level 3 data. 
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View Use Tax for PCard Transactions 

Note: Use tax will include both State and Local tax. Use tax should only be applied when tax is not billed on the 
transaction. 

Navigation: Purchasing, Procurement Cards, Reconcile, Reconcile Statement 

Enter the applicable search criteria and select Search. The applicable PCard transactions will be returned. 

Select the transaction that has use tax applied and then select the Purchase Details hyperlink. 
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Select the Sales/Use Tax hyperlink. 

View the use tax information. 
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