
How to Process a P-Card Transaction

P-Card transactions appear in PantherNet within 3-5 days of the purchase. Cardholders should process their transaction(s) and send for approval within 3 business days of the purchase appearing in the system. 


1. Use the path CM PC BA, enter S to select the cardholder as shown below. (ENTER)
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2. All transactions for cardholder will appear. Enter M to modify transactions. (ENTER)
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3. Check the vendor ID field to see if it automatically populated.  If not, search the list of vendors by pressing (F1).  Type in a portion of the vendor name and press enter.  Cursor up to vendor name and press enter to populate the vendor field.  Leave blank if vendor cannot be located on the file list.
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Type Vendor Name here














4. In the description field write: What was purchased and for what purpose the item was used. For travel related transactions: Purpose, city, and dates of travel. Include as much information as possible


5. Assign the appropriate Org unit number(s) and general ledger (GL) code(s) to the P-Card transaction.  Always verify this field. (ENTER)
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6. [bookmark: _GoBack]To send for approval press (F5), type the word yes, and press Enter.


7. It is the cardholder’s responsibility to make sure the transaction has made it through the approval process and gets to the Finance Department (P-Card Specialist’s PantherNet Approval Queue) within one week of the transaction being loaded into PantherNet. 


Tips:
To see all P-Card transactions made by a particular cardholder, use the path CM PC PS
To locate a P-Card transaction in the approval path, use CM AS DQ
*System Id: FIA
*Document Type: PC
 Document ID: 2014A003498 (ENTER)
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FOR: BENJAMIN, JUANITA T

Act Year Trans # St Pay to Name Post. Dt Trans Dt Amount
m_ 2014 A003498 OP FDLE CCHINET 10/30/13 10/29/13 24. 00
2014 A003499 OP FDLE GCHINET 10/30/13 10/29/13 24. 00
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Trans Nbr: 2014 A003498 Bank Ref #..: TXN000000000000000046059
Status: PE PENDING *Vendor Id..: 593459505 FL DEPT. OF L
Card Number: sokik stk solekk 3193 BENJAMIN, JUANITA T
PayTo Name: FDLE CCHINET MCC Code. : 9399
Post. Date: 10/30/2013 Trans Date: 10/29/2013 Trans Amt: 24.00

Description: FDLE CCHINET — Purchase
CRIMINAL BACKGROUND CHECK FOR NEW EMPLOYEE

*0rg Unit*Quall Loc*GLC Qual2 Account Description Amount
16320000 632001 92 64501 HUMAN RESOURCES 24.00
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