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Welcome
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• Welcome to the P-Card 9.2 course!

• Some guidelines for today’s class: 

– Turn cell phones to silent or vibrate.

– Ask questions.

– Logistics



• At the end of this course, you will be able to 

– Discuss how to reconcile a transaction.

– Describe how to add a dispute to a transaction.

– Discuss how to approve a transaction.

– Describe Split Funding.

– Discuss how to run reports.

– Describe how to perform contract reconciliation.

Learning Objectives
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Today’s Schedule

Module Name Duration

Course Introduction and Overview 10 minutes

P-Card with Requisitions and POs 10 minutes

Searching for and Reconciling Transactions 60 minutes

P-Card Contract Reconciliation 10 minutes

Split Funding 30 minutes

Dispute 30 minutes

Approving a Transaction 10 minutes

P-Card Reports 10 minutes

Review and Q&A 10 minutes
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• Review of 9.2 changes:

– Retirement of P-Card Online (POL)

• Process to submit a P-Card request

• Setting-up a P-Card  

• Approvals for a P-Card request

– P-Card module validates HR employee personal data information.

– Auditors may access Core-CT to obtain P-Card information 
including transaction details and history.

– Navigate using the Buyer’s Workcenter.

• The benefits of the 9.2 P-Card functionality are:

– Move from a paper based system to online.

– Reconcile immediately instead of waiting until the end of the 
month; transactions will be received the next day.

– Auditors will have all attachments within the system.

– Ability to view and track credits.

Updates for 9.2
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Key Terminology

Key Term Definition

Administrator Manages the P-Card program.

Approver Reviews cardholder's 'Verified' transactions and 
updates status to 'Approved.'

Approved Status Status of a P-Card transaction that has been
approved.

Cardholder Any employee who has been issued a P-Card.

Coordinator Establishes and maintains agency cardholder profiles, 
including proxies and default ChartFields and 
modifies cardholder P-Card transactions, as 
necessary. 
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Key Terminology

Key Term Definition

P-Card Proxy The Core-CT Financials users who have access rights 
to the cardholder's P-card transactions. Each proxy 
role possesses specific access rights.

Procurement Card (P-Card) Supports credit card purchases made by card 
holding employees.

Reconciler Reconciles cardholder's P-card transactions, enters 
comments, adds attachments/POs, updates 
ChartField coding, and sets transaction status to 
'Verified.'

Supplier Replaces the term Vendor.

Staged Status Status of a P-Card transaction that is ready to be 
reconciled.

Verified Status Status of a P-Card transaction that has been 
reconciled and ready for approval.
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P-Card with Requisitions and 
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Using a P-Card on a Requisition

• When creating a requisition, use the Card Number dropdown to pick a P-Card that is 
associated with the Requester.

• Once added, the Expiration Date field will display the expiration date on the chosen P-Card.

• The Use Procurement Card checkbox will be checked.
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Using a P-Card on a Purchase Order

• The Use Procurement Card link appears on a PO when the buyer is a proxy or P-Card 
cardholder and the supplier accepts P-Cards.
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Using a P-Card on a Purchase Order

• Select a P-Card from the P-Card Number dropdown. The Card Type and Expiration Date 
fields will populate once selected. 

• Clicking the OK button will update the PO.
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Blanket PO Usage – Limit the use of distributions

• A Blanket JP Morgan PO or a PO that goes directly to the supplier can be created in Core-CT.

• The Blanket PO will be used for reconciling P-Card transactions to a PO.
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Searching for and Reconciling 
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• Transactions can reconcile on a daily basis if desired.

• All daily transactions and data will be reflected in Core-CT 
the following day.

– Transactions are received from the bank every day.

• Users can go into Core-CT and obtain up-to-date information 
on their own.

– If needed, bank statements will still be accessible through 
PaymentNet.

Daily Online Reconciliation
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Navigation to Reconcile a Transaction  

• There are multiple ways to navigate to the reconciliation page.

• One of those ways is through the Main Menu.

• To reconcile a transaction, navigate to the Procurement Card Transactions page: Main Menu 
> Core-CT Financials > Purchasing > Procurement Cards.
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Searching for a Transaction

• The most common ways to search for a transaction are:

– Employee ID (for reconcilers responsible for more than one card)

– Name (name of the card holder)

– Dates (billing or posting)

– Merchant (the supplier associated with the transaction)

• Click the Search button when done.
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Procurement Card Transaction Page

• The Reconciliation page displays.

• A transaction must be selected before it can be reconciled.

• Use the checkboxes to the left of the transaction to select one or more to reconcile.

– The page always defaults with the first transaction checked.

– Uncheck the first box before making a selection.

• Use the Refine Search button to narrow down the transactions that display.
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Refine Search

• The Refine Search page displays.

• Refine the search with several different options, including:

– Dates (billing or posting)

– Merchant (the supplier associated with the transaction)
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Additional Information

• Additional information about each transaction can be viewed by clicking on two links:

– Distribution link (under the Distrib column)

– CDF link (under the CDF column)
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Distribution Lines

• Clicking the Distribution link shows the default ChartField values for the reconciler.

21



CDF

• Clicking the CDF link displays the CDF (Common Data Format) lines associated with a 
transaction (this is supplier dependent).

– Including Level 3 information
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Item Update

• Select one transaction, then click on Single Purchase Order Details Link.

• For multiple transactions, select the rows, then click on Apply Purchase Order to 
Transactions link.
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Adding a Purchase Order

• Enter a PO into the PO ID field.

• Enter a PO line number into the PO Line field.
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Adding a Purchase Order

• The PO ID column has now been updated with the selected PO.
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Verify a Transaction

• Review all information.

• To verify a single transaction, use the Status dropdown next to the selected transaction.

• To reconcile multiple selected transactions, use the Verify button.

• Verified transactions can be reverted back to staged if necessary.

• Once reconciled, click the Save button.
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• Pre-Exercise

• Select a blanket PO transaction.

• Click the Single Purchase Order Details link.

• Enter a PO ID and PO Line.

• Select the Non-PO checkbox.

• Enter an Contract ID number.

• Click the Save button.

• Select verified from the Status dropdown.

• Click the Save button.

Reconciling a Transaction

Instructor Demonstration
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• Pre-Exercise

• Select a blanket PO transaction.

• Click the Single Purchase Order Details link.

• Enter a PO ID and PO Line.

• Select the Non-PO checkbox.

• Enter an Contract ID number.

• Click the Save button.

• Select verified from the Status dropdown.

• Click the Save button.

Reconciling a Transaction

Participant Exercise
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P-Card Contract Reconciliation
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Navigation to Add a Contract ID to a Blanket PO

• To add a contract ID to a blanket PO, navigate to: Main Menu > Core-CT Financials > 
Purchasing > Procurement Cards > Reconcile > Reconcile Statement.

• Select a blanket PO.

• Attach a PO to the selected transaction.

• Check the Non-PO checkbox.
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Contract ID

• The Contract ID field should now be available to update.
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Multiple Transactions

• When selecting multiple blanket PO transactions click the Apply Contract to Non-PO 
Transactions link.
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Contract ID

• Enter the Contract ID that should be associated with all of the selected transactions.

• Click the OK button to update.
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• P-Card transactions  may be split by entering an amount or 
distribution percentage.

• This is a streamlined manner to split swipe transactions.

• This is an optional procedure.

• This must be done before reconciling to a PO.

Split Funding Transactions
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Navigation to Split Line Transactions

• To split line transaction page, navigate  to: Main Menu > Core-CT Financials > Purchasing > 
Procurement Cards > Reconcile > Reconcile Statement.

• Select a transaction.

• Click the Split Line Transactions link.
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Split Funding Transactions

• Enter a description into the Description field.

• Click the Plus Sign (+) button to add another line.
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Split Funding Transactions

• Enter a description into the Description field of the new line.

• Enter a percentage into the Percentage field in both lines.

– The billing amount will automatically update.

• Click OK when finished.

– Once the page is saved, split funding cannot be reversed.
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Disputes
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• Use the Billing tab to record disputes.

• Users can enter comments or description of the discrepancy 
and upload attachments (such as receipts) at the transaction 
line level.

• Users can enter the dispute amount.

• The Credit Collected checkbox can be used to track credits 
that have been received.

• The State of Connecticut pays all charges in full even if there 
is a dispute. The amount is for tracking purposes only and 
will not be deducted from the amount to be paid.

Disputes
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Navigation

• To dispute a transaction, navigate to the Transaction page: Main Menu > Core-CT Financials > 
Purchasing > Procurement Cards > Reconcile > Reconcile Statement.

• Click the Billing tab.
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Add Dispute

• Enter the dispute amount in the Dispute Amount field.

42



Add Comments and Attachments

• Review items that need to be disputed.

• Click the Comments (thought bubble) button next to the items.
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Add Comments and Attachments

• Enter comments about a dispute in the Comments box.

• Add attachments by clicking the Attach button.

• Click OK when done.
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Credit Collected Checkbox

• Click Save.

• The Credit Collected checkbox will become active upon saving.
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• Click on the Billing tab.

• Enter a comment next to an item.

• Add a dispute amount.

• Click Save.

Add a discrepancy to a transaction

Instructor Demonstration
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Buyers WorkCenter
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Navigation to Buyer Workcenter

• The second way to navigate to the reconciliation page is through the Buyer Workcenter.

• Check the Buyer WorkCenter for transactions that need to be reconciled/approved.

• To reconcile a transaction, navigate to the Buyers WorkCenter page: Main Menu > Core-CT 
Financials > Purchasing > Buyers WorkCenter.
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Reconciliation Link

• Click the P-Card Reconcile link in the My Work section to view the transactions that need to 
be reconciled.
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Reconciliation Page

• The Procurement Card Reconciliation page displays in the Buyer WorkCenter.

• Procurement Card transactions can be verified from this page.
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Approving a Transaction
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• Approvers can approve single or multiple transactions on a 
page. When complete, approvers set the status to Approved.

• The Approver will mark single/multiple transactions as 
“Approved.”

• Approved Transactions will be batch budget checked and 
built into vouchers in the next daily Pay Cycle.

Approving Transactions
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Navigation

• To approve a transaction, navigate to the Approvals page: Main Menu > Core-CT Financials > 
Purchasing > Procurement Cards > Reconcile > Reconcile Statement

• Enter information into the following fields:

– Role Name

– Employee ID

– Name

– Card Issuer

– Transaction Dates

• Click  the Search button.
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Approving Transactions

• To approve single transaction, use the Status dropdown next to a selected transaction.

• To approve multiple selected transactions, use the Approve button.

• Approved transactions can be reverted back to verified if necessary.

• Once approved, click the Save button.
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• Select a transaction.

• Use the Status dropdown to select Approve.

• Click the Save button.

Approve Multiple Transactions

Instructor Demonstration
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• Select a transaction.

• Use the Status dropdown to select Approve.

• Click the Save button.

Approve Multiple Transactions

Participant Exercise
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P-Card Reports
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• Reporting will be done through the P-Card module in Core-CT 
and/or EPM.

• Review the reports available for P-Card:

– P-Card Contract spend Report

– P-Card transactions without PO or Contracts Report

– P-Card Un-used Report

– P-Card Supplier diversity Report

– P-Card level-3 data Report

– P-Card Summary Reconciliation by BU Report

– P-Card detail reconciliation by BU Report

– P-Card Purchase Detail by Issuer

– P-Card Purchase detail by Merchant

– P-Card Purchase detail by Employee

– P-Card Expected credits by Vendor

– P-Card Cardholder information Report

P-Card Reports
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Navigation to P-Card Reports

• To run a P-Card report, navigate to the Report Manager page of a report: Main Menu > Core-
CT Financials > Purchasing > Procurement Cards > Reports.

• Add a Run Control ID in the Run Control ID field to view and run the same report at a later 
date.
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Preferences

• Enter the appropriate parameters for the report and click the Save button.

• The parameters are what the Run Control ID saves and retains for future uses.
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Run the report

• Click the Run button to start the report building process.
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Run the report

• Make sure the Server Name, Type field, and Format field are filled out.

• In most cases the type will be Web and the format will be PDF.

62



Process Monitor

• The Process Instance Number is generated to track the report.

• Click the Process Monitor  link  to view the progress of the report.
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Process Monitor

• Use the Process Monitor Number to locate the report.

• Click the Refresh button until the Run Status updates to  Success and the Distribution Status 
updates to Posted.

• Use the Go back to Cardholder Information link to view the report.
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Report Manager

• Click the Report Manager link to view the report.
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Administration tab

• Click the Administration link to view the report.

• Select the link in the description next to the corresponding Process Instance number to open 
the report.

• The report can be printed or saved to the desktop.
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Review and Q&A
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=Q & A

Questions?



Let’s review our Learning Objectives:

You should now be able to:

– Discuss how to reconcile a transaction.

– Describe how to add a dispute to a transaction.

– Discuss how to approve a transaction.

– Describe Split Funding.

– Discuss how to run reports.

– Describe how to perform contract reconciliation.

Summary
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You have now completed the P-Card course!

Next Steps:
• Go Live is planned for March 2017:

– For support of Core-CT 9.2 use Footprints.

Congratulations! 
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