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P-CARD RECONCILIATION REPORT JOB AID

Displays P-Card/T-Card/Toshiba Ghost Card (GC) transaction details and status. 

Log on to BTS 

Accessing the Report: 
1. Go to Reports tab,
2. Click on sub-tab Procurement/Contracts
3. Click on P-Card Reconciliation Report
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Variable entry screen displays  
 

 
 

4. Enter P-Card Location (Fund Center) 
5. Enter Fiscal Year 

6. Click on Execute  to display the system default report format. 

Optional fields available to generate the report: 
• P-Card: refers to the cardholder’s vendor number in SAP – usually unavailable to users 
• Reconciler: used to generate the report by cardholder (enter employee number) 
• Approver: used to generate the report by Approving Official (enter employee number) 
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7. SAP will generate a report. All transactions will appear by Posting Status. 

As an example, users can sort by posting status. Click on the column labeled “Posting Status”, 
the column will be highlighted, then click on either sort button (ascending or descending) the 
system will then sort all transactions by posting status (PARKED, POSTED, CLEARED) 

 
 
After sorting the transactions you can then easily differentiate the status of each document. 

“PARKED”-Transactions that need to be reconciled (Cardholder) and/or approved (Approving Official) 

“POSTED”-Transactions that have been reviewed/approved by the Approving Official 

“CLEARED”-Transactions fully completed 

 

 
              
              
              
              
              
              
              
              
              
              
              
             

 

Sort ascending/descending 

Filter 

Export to Excel 

Email report 
 

Transactions that display 
a funding line other than 
the default 0000-0000- 
00000 but are still in 
“Parked” status, have 
been reconciled by the 
reconciler and are 
awaiting action by the 
Approving Official 
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 Downloading the Report 
 

8. Click on Print Preview to download  

 
 
9. Click on Spreadsheet 
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10. Click the button for Select from All Available Formats 
11. Select Excel (In Existing XXL Format) from the dropdown  
12. Click on Continue 
 

 
 
 

 
13. Click the Continue 
 

 
 
14. Click the button for Table 
15. Click Continue 
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16. Export list object shoud be Microsoft Excel; click Continue 
 

 
 

 
17. File opens in Excel.  Save file to your computer and close the Excel download.  Note – The download 

version of Excel has limited functionality.  It is best to close this Excel download after it is saved and open 
the saved version on your computer. 
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