/;/ Cardinal Procurement Job Aid
/

PR349 Performing PCard and ISSP Reconciliations
(VDOT Only)

PCard and ISSP Reconciliation Overview

Transactions are loaded daily into Cardinal from the Purchase Card (PCard) Issuer and the Integrated

Supply Services Program (ISSP) Supplier. Once loaded into Cardinal, these transactions have a status
of “Staged”. To comply with Agency and State policy, each PCard and ISSP cardholder must reconcile
their transactions within five days of the posted date.

Reconciliation involves the cardholder completing the following actions:

o Verifying every transaction for accuracy
o Updating existing data or entering any additional data to include the accounting distributions,
descriptions, Supplier ID, Item ID, and eVA PO Type as applicable

Once the cardholder completes the reconciliation for a transaction and updates the transaction status to
“Verified”, the transaction can be reviewed and approved by the Supervisor. Approved transactions are
then sent to the Accounts Payable (AP) module for processing and payment.

Navigation Note: Please note that there may be a Notify button at the bottom of various pages utilized
while completing the process within this Job Aid. This “Notify” functionality is not currently turned on to
send email notifications to specific users within Cardinal.
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Performing Cardholder/District Reconciliation

Reconciliation for PCard (for an employee/cardholder) or ISSP transactions (for a district) is completed
on the Reconcile Statement Procurement Card Transactions page.

Step | Action

1. Navigate to the Reconcile Statement Procurement Card Transactions page using the
following path: NavBar > Menu > Purchasing > Procurement Cards > Reconcile > Reconcile
PCard Statement

The Reconcile Statement Search page displays if the user has access to more than one card. If the
user only has access to one card, proceed to Step 6.

Reconcile Statement Search
Role Name [ v]

Employee ID ‘ Q |

Name ‘ Q ‘

Business Unit ‘ Q ‘

Card Issuer v

Card Number ‘

Transaction Number ‘ ‘
‘ Exact Match

Merchant ‘

Sequence Number ‘ ‘

Line Number ‘ ‘

Billing Date | Q| |l 0
Statement Status | v|
Budget Status ‘ v‘
Chartfield Status | v|

Transaction Date (021132026 [F]| To (0411422025 [H]|
Charge Type ‘7\/‘

Posted Date \7 [ | =

Rows Per Page ‘ 1[}0‘

[J Auto Save When Scrolling Through Chunks
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Step | Action

2. Use the Employee ID field to narrow down the search results (transactions) for a specific
employee (PCard) or District (ISSP) based on the following guidance:

e PCard: Enter the applicable employee’s Employee ID in the Employee ID field.

e ISSP: Click the Employee ID Look up icon. Once the Look Up Employee ID page
displays in a pop-up window, enter the applicable District's ISSP in the Employee ID
begins with field and then click the Look up button to search for and select the
applicable ISSP.

Employee ID [ISSP1 Q

3. Click the Statement Status dropdown button and select “Staged” to search for transactions that
need to be reconciled.

Statement Status | Staged v

———————————

4. The Transaction Date fields default to a 60-day window going back from the current date.
Update this date range as needed.

Transaction Date | 01/01/2025 To |0414/2026

5. Click the Search button.

| Search ‘ Clear ‘
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The Reconcile Statement Procurement Card Transactions page displays with the search results. This
page will vary slightly based on whether the search was for PCard or ISSP transactions. Examples of
both are provided below.

PCard Transactions:

Reconcile Statement
Procurement Card Transactions
Empl ID Name
Card Number Card Provider BAVI2
O Run Budget Validation on Save
Bank
@ 140f4 v | ViewAll
Transaction Billing >
Trans Date Merchant *Status Tra'f;‘iﬂlm Currency g:;:g:t g'h:t:;-mld Redistrib
1 01/05/2026 479.00 | USD B [} B |vaid Recycled No
2| O 01052026 767.70 | USD ) o} B |vaid Recycled No
3| O | o1/06r2026 40328 | USD = o B |valid Recycled No
4| O | o1062026 52165 | USD B o B |vaid Recycled No
4 >
Select Al O cearan [ Stage ] l Verify Validate Budget
Search Purchase Details Split Line Distribution Template
ISSP Transactions:
Reconcile Statement
Procurement Card Transactions
EmplID |SSP1 Mame  Disfrict,Bristol
ERun Budget Validation on Save
Bank Statement
\E\ 190f71 ~| > 3 | Viewal
Transaction Billing >
Card Issuer | Card Number Trans Date Merchant *Status Tmn:;?ﬁl{ Currency
1 185P0 rarrss e 40V 0110612026 947 |USD ) o )
2| O |issPo e P11 01/0672026 2094 |USD i) e} =]
3| O |issPo 4OV 011062026 74.34 |USD 3 e} =]
4| O |issP0 11114 01/0672026 2,849.46 | USD 3 e} =]
5| O |1ssPo rmm— N 011062026 -12.55 |USD &3 e} =]
6| O |issePo s 0N 01/0672026 166.34 | USD R e} =]
7| o |issPo e ST 0110612026 16.93 |USD B o &
g O |1ssPO 1) 01/06/2026 11661 |USD 53 o] £
9| O |isspo st 50R 0140612026 12048 |USD B (] =
4 »
¥ SelactAl S Clearal Stage ] [ Verify ] I Validate Budget
Search Purchase Details Split Line Distribution Template
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Action

For ISSP transactions, the Employee ID will be “ISSP” plus the District Number (District 1 in this
example). The Card Numbers will end in “L”, “R”, “N”, “V”, or “O”.

The following steps are used to reconcile an individual transaction. There are steps used to
reconcile PCard transactions that are not performed when reconciling ISSP transactions. For
PCard transactions, continue with Step 6. For ISSP transactions, skip to Step 35.

Select the Transaction checkbox option for the transaction to be reviewed and reconciled (the
first transaction is selected by default).

1 01/05/2026 |Staged v| 479.00 USD

The Navigation arrows and links can be used to view additional transactions if the search results
are not all displayed on the page.

1-90f16  w| > )| View All

Click the Purchase Details link.

Search FPurchase Details
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Step | Action

The ProCard Purchase Order page displays in pop-up window for the selected transaction.

ProCard Purchase Order X
Help 4
Line 1
Merchant
City
State VA
Country USA
[¥)Purchase Order
= : i¢ | 50100 Q QT1C
Business Unit ‘ ‘ Original PO eVAPO Type ‘—Q ‘ Over The Counter VA
pob | a VA Order Method Exempt
eVA Interfaced NSEV
PO Line | Q | VA Dttm
PO Sehed |7Q.‘ eVA Procure Type M
chel
eVA Confirming Order: [J
Cancel In eVA?:
Supplier ID | Q
Address Sequence Nbr
ship To | Q|
item 1D | Q|
Category ‘ Q |
Supplier Item ‘ |
“Quantity ‘ 1|
uom [EA Q|
it Pri 479.00 Transaction Amount 479.00
Unit Price ‘ | USD
8. Click the eVA PO Type Look up icon.
eVA PO Type oTC | Q
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Step | Action

The Look Up eVA PO Type page displays in a pop-up window.

Look Up eVA PO Type

Select one of the following values:

E01 | Emrgcy Bill Vendor

EPO | Existing PO

EVP | eVA Purchase Order

GOP | Grant Opportunity

INV | PCard Payment of Invoice
ISP | Integrated Supply Serv Prog
OTC | Over The Counter e\VA Exempt
P01 | Proprietary Bill Vendor

R0O1 | Routine Bill Vendaor

S01 | Sole Src Bill Vendor

VE1 | Emrgey VITA Bill Vendor
VP1 | Proprietary VITA Bill Vendor
WVR1 | Routine VITA Bill Vendor
W31 | Sole Src VITA Bill Vendor

X02 | Excluded Per APSPM

Cancel

Help

9. Select the applicable eVA PO Type based on the table below.

The eVA PO Type field defaults to “OTC” (Over The Counter eVA Exempt).

Rev 9/1/2026
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eVA PO Type Description Additional Data Entry Requirements on
the ProCard Purchase Order page
EPO Existing Cardinal PO. This selection is e POID
used when making a PCard payment e PO Line
against an existing Cardinal Purchase e PO Sched
Order. e Supplier ID
o Address Sequence Nbr: Defaults
once the Supplier ID is selected
e ShipTo
e Item ID: If the Iltem is matched to
the Supplier, it will display for
selection. If the Item is not
matched to the Supplier, then
clear the Supplier ID field, select
the Item ID, and then re-select the
Supplier ID.
EVP Existing eVA PO. This selection is used None
when making a PCard payment against
an existing eVA Purchase Order.
INV PCard Payment of Invoice. This selection | None
is used when making a PCard payment
against non-PO related Invoices and is
generally not used.
OTC Over The Counter eVA Exempt. This None
default selection is used when the PCard
transaction was performed over the
counter at the point of sale and a receipt
is in hand.
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eVA PO Type Description Additional Data Entry Requirements on
the ProCard Purchase Order page
EO1, GOP, (EO01) Emergency Bill Vendor, (GOP) e Supplier ID: If the Supplier ID is
P01, RO1, Grant Opportunity, (P01) Proprietary Bill available for selection, the
S01, VE1, Vendor, (R01) Routine Bill Vendor, (S01) Supplier is a Preferred Supplier. If
VP1, VR1, and | Sole Source Bill Vendor, (VE1) the Supplier ID is not available for
VS1 Emergency VITA Bill Vendor, (VP1) selection, the Supplier needs to be
Proprietary VITA Bill Vendor, (VR1) set up as a Preferred Supplier.
Routine VITA Bill Vendor, (VS1) Sole Refer to the job aid PR349 PCard
Source VITA Bill Vendor. These Merchant to Preferred Supplier
selections are used to generate a (VDOT Only). This Job Aid is
confirming Purchase Order in eVA (in located on the Cardinal website in
accordance with the Agency Procurement Job Aids under Learning.
and Surplus Property Manual (APSPM)). e Address Sequence Nbr: Defaults
This confirming PO is sent to the once the Supplier ID is selected.
Merchant. e ShipTo

e Item ID: If the Item is matched to
the Supplier, it will display for
selection. If the Item is not
matched to the Supplier, then
clear the Supplier ID field, select
the Item ID, and then re-select the
Supplier ID.

X02 Excluded Per APSPM. This selection is None
used when the transaction is exempt from
requiring a Purchase Order.

Step | Action

10. | Complete Steps 11-17 based on the eVA PO Type selected. For eVA PO Types of “EVP”,
“INV”, “OTC”, or “X02”, proceed to Step 18.

11. | Select the Cardinal Purchase Order ID using the PO ID Look up icon (“EPQO” only).

PO ID ‘ Q

12. | Select the Cardinal Purchase Order Line Number using the PO Line Look up icon (“EPO” only).

PO Line | Q
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Step

Action

13.

Select the Cardinal PO Schedule Number using the PO Sched Look up icon (“EPQO” only).

PO Sched Q

14.

Click the Supplier ID Look up icon and select the applicable Supplier ID for the Merchant
(“EPO”, “E01”, “GOP”, “P01”, “R01”, “S01”, “VE1”, “VP1”, “VR1”, and “VS1”).

Supplier ID Q

The Supplier’'s address will populate once the Supplier ID is selected and the Address
Sequence Nbr field will auto-populate.

15. | Select the applicable ship-to location using the Ship To Look up icon (“EPQO”, “E01”, “GOP”,
“PO1”, “R01”, “801”’ “VE1”, “VP1”’ “VR1”, and ££VS1!!).
Ship To | Ql
16. Click the Item ID Look up icon and select the applicable Item ID (“EPO”, “E01”, “GOP”, “P01”,
“R01”, “S01”, “VE1”, “VP1”, “VR1”, and “VS1").
item ID | Q
17. | The Quantity, UOM (Unit of Measure), Unit Price, and Transaction Amount fields all auto-

populate based on the PCard transaction. Validate these fields for accuracy.

*Quantity | 1 |

‘uoM [EA Q|

LInitPrice| 4?9.{m| - Transaction Amount 479.00

If any of the information is inaccurate, the transaction needs to be disputed. Refer to the
Creating and Reviewing Disputes section in this Job Aid.
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Action

The eVA Order Method field defaults based on the eVA PO Type selected and is read-only.

The eVA Interfaced field is read-only and signifies the status of the transaction in regard to the
interface with eVA (ex: “NSEV” signifies that the transaction has not been sent to eVA and
“SEVA” signifies that the transaction has been sent to eVA).

The eVA Dttm field is read-only and will auto-populate with the date and time once the
transaction is sent to eVA.

eVA Order Method
eVA Interfaced
eVA Dttm

Transactions are transmitted from Cardinal to eVA nightly (Monday — Friday) after they have
been reconciled and approved.

18. | Click the eVA Procure Type dropdown button and select the applicable value as needed.

eVA Procure Type I ~"'l

19. | The eVA Confirming Order checkbox option indicates that the PCard transaction will be
created as a confirming Purchase Order in eVa. This checkbox option will automatically be
selected if the eVA PO Type selected is “E01”, “GOP”, “P01”, “R01”, “S01”, “VE1”, “VP1”, “VR1”,
or “VS1”.

Deselect the eVa Confirming Order checkbox option when it is an original Purchase Order.
eVA Confirming Order: @
Cancel In eVA?:

20. | The Cancel in eVA checkbox option is only used when there is an existing Purchase Order in
eVA that needs to be canceled. For more information, see the Canceling a Confirming Order in
eVA section in this Job Aid.

eVA Confirming Order: [
Cancel In eVA?:
21. | Click the OK button.
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Step | Action

The Reconcile Statement Procurement Card Transactions page displays.

Reconcile Statement
Procurement Card Transactions
Empl ID Name
Card Number Card Provider BAVI2
[JRun Budget Validation on Save
Bank Statement
@ 140f4 v | ViewAl
Transaction Billing 1>
- Transaction Budget Chartfield et
Trans Date Merchant Status Amount Currency Status Status Redistrib
1 01/05/2026 479.00 USD =3 ) R |Valid Recycled No
2| O |owosiozs 767.70 | USD B o R |Valid Recycled No
3| O |o1wsi2026 403.28| USD B o] S| valid Recycled No
4| O |ow0s2028 521,65 USD B [») = |Valid Recycled No
4 >
Select Al B gearan l Stage ] i Verify Validate Budget
Search Purchase Details Split Line Distribution Template
22. | Click the Billing tab.
Transaction Billing
The Billing tab displays.
Bank Statement
@ 140fd v [ ViewAll
Transaction Billing 3
Reference Description Billing Date Azi:;lui.rngt Currency Prepaid Ref | Dispute Amount Credit Collected
1 [ | otr5m026 479.00 USD
2 [ | | o11502026 767.70 USD
3 [ | | otrsi026 40328 USD
4 [ | 011502026 52165 USD
Rev 9/1/2026 Page 14 of 39
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Step | Action

23. | Enter a description of the item(s) purchased in the Description field.

Description

Billing Date

|Trucl-: washing service || 01/15/2026

0 The description entered here will display on the Monthly PCard Statement query.

24. Click the Transaction tab.

| Transaction I Billing

The Transaction tab displays.

Bank Statement
@ 140of4 v | ViewAll
Transaction Billing >
Trans Date | Merchant *Status ‘ Tran;;c:iﬂ: Currency ‘ ‘ g;‘:gzt g&iﬂew Redistrib
1 01/05/2026 479.00 | USD B o B |vaid Recycled No
z‘ o ‘mmsmnze ‘ “ Staged v ‘ TG?,?D‘USD ‘ =) ‘ o B valid ‘Recycled No
3 ? 01/06/2026 403.28| USD &) ) B |vaid Recycled No
4i O |o106/:2026 521,65 USD B [®) R ivaid Recycled No
4 3

25. Click the Line Details icon.

Rev 9/1/2026
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Step | Action

26. | The Purchase Details page displays in a pop-up window.

Purchase Details X
Help

Card Number

Posted Date  01/07/2026
Transaction Number
Sequence Number 4
~ Card Transaction - Type 5

|&=.||Q| 110f1 v | ViewAl

Tab1 Tab2 Tab3 Tab4 Tab s Tab 6 TabT m

Period Acquiring Bin Card Acceptor ID Supplier Name

‘ 1 ‘08188 ‘

~ Line Item Summary - Type 8
|E| |§| 1-10f1 v | View Al ‘

Tab1 Tab2 Tab3 Tab 4 >

Message Identifier Discount Amount | Freight Amount | Duty Amount Dest. Postal Source Postal | Dest. Country

27. Review the detailed Line information as needed. Of note, the Posted Date and the Transaction
Number fields display in the Header section of this page.

Card Number
Posted Date  01/07/2026

Transaction Number

Sequence Number 4

To review the Transaction Entered Date, run the PCard Transactions by Transaction Date
0 query. The Entered Date is important because all Transactions must be reconciled within five
days of the Transaction Entered Date. Refer to the Running the PCard Transactions by
Transaction Date Query section of this Job Aid for detailed instructions on how to run this query.
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Step | Action

28. Review the other Card Transaction tabs as needed.

~ Card Transaction - Type §
‘E §| 110f1 v | View Al
I Tab 1 Tab2  Tab3  Tabd  Tab5  Tabf  TabZ [ Ib I
| Period Acquiring Bin Card Acceptor ID Supplier Name
1 ‘ 08188 ‘ ‘ ‘

29. Click the Return button.

The Transaction tab displays.

Bank Statement
@ 140f4 ~ | ViewAll
Transaction Billing 1>
i Trans Date Merchant *Status ‘ Tmn:::::li;‘r; Currency ‘ ‘ ‘ E;‘:g:t g::;[g'e'd Redistrib
1 01/05/2026 479.00 | USD B o = | valid Recycled No
2‘ O | 01/05/2026 ‘ ‘ ‘ 767.70‘USD ‘ B ‘ =) ‘ B |vaid ‘Recycled No
3‘ O | 01/06/2026 ‘ ‘ ‘ 403.28‘USD ‘ B ‘ =) ‘ B |vaid ‘Recycled No
4 = Emmsmze 521,GSEUSD B o = EVaIid ERecycled No
.l : : : : : : : 3

30. | Click the Comments icon for the applicable Transaction.

» o] -
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Step | Action
The ProCard Comments page displays in a pop-up window.
ProCard Comments %
Help
Line 1 Description
Reference
Transaction Line Comments @ | 10f1 w | View All
ZE
o
l Add Attachments ]
o [IEEm

31. | Enter a detailed description for the Transaction in the Comments field.

EE

32. | Use the Add icon (+) to add multiple comments as needed.

[+]-

For Transactions with an eVA PO Type of “EVP” (existing eVA PO), enter the DO # as a
0 comment.

33. | Click the Add Attachments button to add supporting documentation as attachments to the
Transaction, as needed.

Add Aftachments ||
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Step | Action
34. | Click the OK button.
Ok Cancel
The Transaction tab displays.
Bank St
\E\ 1-40f4 v | View Al
Transaction Eiling >
‘ Trans Date | Merchant *Status ‘ Trav:s;csiln"r{ Curmrency ‘ ‘ ‘ ?&?E? g,’;gem Redistrib
1 01/05/2026 : ‘ ‘ 4?900‘USD ‘ [ ‘ @ ‘ B |Valid Recycled No
2| O 01052026 767.70 | USD B [ B |valig Recycled No
3| O |01/062026 403.28| USD =) o B |valid Recycled No
4| O | 01/082026 521.65| USD B o B |vaid Recycled No
4 | ]

@

The corresponding Comments icon now displays with lines in it indicating that there are
comments associated with this Transaction.

35.

Click the Distribution icon.

PCard and ISSP Transactions have a Budget Status of “Valid” and a ChartField status of

“Recycled”, unless the ISSP Card Number ends in “V” (Non-Equipment ISSP Card).

Rev 9/1/2026
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Step | Action
The ProCard Account Distribution page displays in a pop-up window.
ProCard Account Distribution X
Help
Line 1 PO Qty 1 UOM EA
Billing Date  01/15/2026 Billing Amount 479.00 USD Unit Price 479.00
Distributions
@ 1-1of1 ~ | ViewAl
Chartfields Details/Tax Statuses >
Dist Percent Amount Currency *GL Unit “Account Fund Program Department Cost Center
1“ 100.0000] || 479.00] |USD [s0100 a | |[so13090 a| ‘[ a| ‘[ a| “ a| “
4 b
o RN

36. | Review and/or enter a valid accounting distribution (ChartFields values) for the Transaction.

Chartfields Details/Tax Statuses >
Dist Percent Amount Currency “GL Unit “Account Fund ‘ Program Department Cost Center
1| 100.0000| | 479.00| |USD 0100 Q| 5012550 a| [o4100 Q| [eo9001 Q| (10003 Q| 1120010

applicable ChartFields information.

@

If the Agency uses SpeedCharts, the SpeedChart field can be used to quickly populate the

37. Click the OK button.

error message will display.

The ChartField combinations will be validated at this point. If the combination is not valid, an

Rev 9/1/2026
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Step | Action

The Transaction tab displays.

Bank Statement
@ 140f4 ~ | ViewAl
Transaction Billing >
Trans Date Merchant *Status Tm'::;‘:;:?nz Currency E;‘:g:t (s:rl';geld Redistrib
1 01/0512026 479.00| USD B @ B |MotChkd | Valid Yes
>f O loiwoseo2s 76770 {USD B o 2 valid Recycled No
3| O |o1wsi2026 403.28| USD B o 5| valid Recycled No
4| O |ow0s2028 521,65 USD B [») = |Valid Recycled No

38. | If any information was entered or updated on the ProCard Account Distribution page, the
Budget Status will be “Not Chk’d” and the ChartField Status will be “Valid”. In these cases,
proceed to Step 39. If not, and the Budget Status is “Valid”, proceed to Step 41.

Budget Chartfield B
Status Status Redistrib
Mot Chk'd Walid Yes

39. | Click the Validate Budget button.

‘ Validate Budget

Note: The Validate Budget process runs automatically multiple times a day if Step 39 is not
0 performed manually.

The page refreshes.

Bank St: 1t
@ 1-4of 4 v | ViewAll
Transaction Billing >
Trans Date | Merchant “Status Trar::;c;i;r; Currency g;‘:g:t (s:r::[lt;ield Redistrib
1 01/05/2026 ‘ ‘ ‘ 479.00 USD ‘ B ‘ ® ‘ B [vald Valid Yes
2| O |ovosr2026 767.70 USD ) B |vaid Recycled No
3| O |ovosro2s 40328 USD = B |vaid Recycled No
4| O |ovosro2e 52165 USD ) B |vald Recycled No
4 >
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Step | Action

40. | Validate that the Budget Status is now “Valid”.

Budget Chartfield g
Status Status Redistrib
Valid Walid Yes

41. | Repeat these steps to review and reconcile additional Transactions as needed.

42. | Click the Verify button, to verify the Transactions that have been reconciled so that they can be
approved.

| Verify I

Note: Alternatively, click the Status dropdown button and select the “Verified” list item.

The page refreshes.

Bank Statement
@ 140fd v | ViewAll
Transaction Billing (>3
Trans Date | Merchant “Status ‘ Tran:;c:liﬂr'\: Currency ‘ ‘ ‘ ?:;:3? g::tgew Redistrib
1 01/0512026 479.00 USD =3 @ B Valid Valid Yes
2 ‘ O |ot0sr2026 767.70 ‘ usD B O B | vald Recycled No
3 O 01082028 403.28 USD ) e} B vaid Recycled No
4 ‘ O | ot/06/2026 52165 ‘ usD ) [} R | Valid Recycled No
4 »

43. | Validate that the Status field now displays as “Verified”.

*Status

| Verified v|

44. Click the Save button.
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Splitting a Transaction Line into Multiple Lines

There are times when a transaction may need to be split into multiple Lines because eVA accepts only
one Schedule per Purchase Order. Once a transaction is split, all individual Lines must be reviewed,
reconciled, verified, and approved individually.

Step | Action

Reconcile PCard Statement

1. Navigate to the Reconcile Statement Procurement Card Transactions page using the
following path: NavBar > Menu > Purchasing > Procurement Cards > Reconcile >

2. Search for staged transactions that need to be reconciled by following Steps 2-4 of the
Performing Cardholder/District Reconciliation section in this Job Aid.

The Reconcile Statement Procurement Card Transactions page displays.

Reconcile Statement
Procurement Card Transactions
Empl ID Name
Card Number Card Provider BAVI2
[JRun Budget Validation on Save
Bank
|E| ‘?| 3 of | View Al
Transaction Billing >

‘ Trans Date | Merchant *Status Tm“:;'iﬂ;m Currency ?;‘:S:t g:::ﬂeld Redistrib

1 01/0512026 ‘Slaged v| 767.70 USD ) o B |vaid Recycled No
‘ 2| O |o1/06r2026 ‘Staged v| 40328 USD B o] B |vaid Recycled No

3‘ [} ‘011062026 ‘ “ Staged .,| 521.65‘USD ‘ B ‘ o] ‘ R |vaid ‘Recyc\ed No

4 »
Select Al O gearan [ Stage ] [ Verify l l Validate Budget ]
Search Purchase Details Split Line Distribution Template
3. Select the Transaction checkbox option for the transaction that needs to be split (the first
transaction is selected by default).
Trans Date | Merchant *Status fiansaction Currency
Amount
1 01/05/2026 Staged v 767.70 | USD

4. Click the Split Line link.

Split Line
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Step | Action
5. The ProCard Transaction Splits page displays in a pop-up window.
ProCard Transaction Splits X
Help
Line 1
Trans Date  01/05/2026 Billing Amount T687.70 USD
Posted Date  01/06/2026 Reference
Merchant  GLENWOOD OIL AND GAS INC
Description
Split Rules
‘E.‘ ‘K‘ 1-10f1 v | View Al ‘
Description ‘ Transaction Amount Billing Amount Percentage ‘ ‘
\ | ‘ 767 70“ 767.70| “ 100000000 ‘ ‘T‘ ‘ ‘f|

Enter a description of the item purchased in the Description field.

Description

|Refue|ir1g equipment, Region 1

Note: The description entered here will display on the Monthly PCard Statement query.

For this first Line, enter an updated billing amount (portion of the total transaction amount as a
dollar amount) in the Billing Amount field or update the percentage (portion of the total
transaction amount as a percentage) in the Percentage field.

Billing Amount Percentage

383.85 || | EG.EIEIDDDG|

@

Note: If an updated billing amount is entered, the Percentage field will automatically update
when users tab out of the field. If an updated percentage is entered, the Billing Amount field
will automatically update when users tab out of the field.
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Step | Action

8. Click the Add a New Row icon (+).
The page refreshes and the new row displays.

Split Rules

@ 1-20f2 v | View All

Description Transaction Amount Billing Amount Percentage

IRefuenng equipment, Region 1 | 383.85 [ 383.85| | 50 000000] E]

§|Refueling equipment, Region 1 | 383.85 | 383.85| | 50 000000| |T| |j‘

9. The Description field for the second Line defaults to the same description as Line 1. Update as

needed.

Description

|Refue]iﬂg equipment, Region 1

R ——

10. | The Billing Amount and Percentage fields automatically calculate based on the updates made

Steps 7-9.

to Line 1. Update one of these fields if additional split Lines need to be added and then repeat

11. | Once complete, click the OK button.

B -
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Step | Action

The Reconcile Statement Procurement Card Transactions page displays, with the split Lines now
appearing as individual Transactions.

Bank St: t

@ 140f4 ~ | ViewAll
Transaction Billing >
Trans Dat Merchant *Status ‘ TranAs:.'c;iJ:r: Currency ‘ ‘ ‘ E;::g;t gtl';geld Redistrib
1 | ‘ 01/05/2026 ‘ | ‘ 383,85| usD | B | o | B ‘Valid ‘ Recycled ‘ No
2| O 01052026 383.85 | USD ) O 5| Valid Recycled No
3‘ o ‘mmemnza ‘ ‘ Staged v ‘ 403,25‘USD ‘ B ‘ o ‘ B ‘Valid ‘Recyc\ed ‘Nu
4‘?‘ 01/06/2026 ‘ “ Staged v| ‘ 521,65‘ usD ‘ B ‘ o ‘ E] ‘Valid ‘Recyc\ed ‘Nu

12. | Review and reconcile each Transaction created by the split by following Steps 6-44 of the
Performing Cardholder/District Reconciliation section of this Job Aid.
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Creating and Reviewing Disputes
If there is a dispute the PCard or ISSP Supplier must be contacted.

In most cases where transactions are disputed, the vouchers are still paid in full. The merchant, or
Supplier, will credit the transaction later.

Step | Action

1. Navigate to the Reconcile Statement Procurement Card Transactions page using the
following path: NavBar > Menu > Purchasing > Procurement Cards > Reconcile >
Reconcile PCard Statement

2. Search for applicable transactions by following Steps 2-5 of the Performing Cardholder/District
Reconciliation section in this Job Aid.

The Reconcile Statement Procurement Card Transactions page displays.

Reconcile Statement
Procurement Card Transactions
Empl ID Name
Card Number Card Provider BAVI2
O Run Budget Validation on Save
Bank St:
|EHQ| 1-40fd4 v | Viewal
Transaction Billing >
- Transaction Budget Chartfield o
Trans Date Merchant Status Amount Currency Status Status Redistrib
1 01/05/2026 ‘Vermed v‘ 479.00 | USD B =] B Valid Valid Yes
2| O |01052026 ‘Staged v‘ 767.70 | USD B ) B |Vaid Recycled No
T —
3‘ O |01/05f2026 ‘ “ Staged v‘ | 403,28‘USD ‘ =] ‘ ] | B | Vaid |Recycled No
4 O |01/062026 ‘Stagad v\ 521.65| USD B [} B |valid Recycled No
B »|
Select Al O Gearan [ Stage I [ Verify ] l Validate Budget I
[Search Purchase Details Split Line: Distribution Template
3. Click the Comments icon on the Transaction line to be disputed.
= O :
‘=] = 5
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Step | Action
The ProCard Comments page displays in a pop-up window.
ProCard Comments X
Help
Line 2 Description
Reference
Transaction Line Comments |§| | 10f1 I View All ‘
Comments: Status ‘E| ‘j|
EE
y
[ Add Attachments l
o[
él
4. In the Comments field, enter a detailed explanation about the dispute.
Comments:

Service never received. Vendar confirmed on 1/31/26 by email.

5. Click the OK button.

OK

Cancel

6. Click the Billing

Transaction

tab.
Billing J
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Step | Action

The Billing tab displays.

Bank St t
@ 140f4 v | ViewAll
Transaction Billing 1>
Reference Description Billing Date Aaigli.lrhgt Currency Prepaid Ref | Dispute Amcunt Credit Collected
1‘ “ ] ‘DWEFQDZE ‘ 479,00‘USD ‘ ‘ ‘
2 [ | |otsrz00 767.70 | USD
3 [ | |otrtsra02s 40328 | USD
4 [ | |ottsra02 521.65| USD
7. Enter the disputed amount in the Dispute Amount field for the applicable Transaction.
Dispute Amount
| 0.00
| 767.70|
8. Click the Transaction tab.
Transaction Billing

The Transaction tab displays.

Bank Statement
@ 140f4 v | ViewAll
Transaction Billing [
Trans Date | Merchant “Status Trar}f;c;iﬂr: Currency ?tua‘:g:t (sith;geld Redistrib
1 0110512026 479.00| USD R @ B | valid valid Yes
2 O | 01052028 ‘ 767.70 USD &) @ 5 |vaid Recycled No
3 O | 01082028 40328 USD &) ) B |vaid Recycled No
4 O | 01062028 52165 USD &) [») & |vaid Recycled No
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Step | Action
9. If the Status field is set to “Staged”, complete the transaction’s verification following Steps 35-

44 in the Performing Cardholder/District Reconciliation section in this Job Aid to set the Status
field of the disputed line to "Verified".

*Status

| Verified --|

|| Verified vl

10. Click the Save button.

=

Rev 9/1/2026 Page 30 of 39



/;/Cardinal Procurement Job Aid
s/

PR349 Performing PCard and ISSP Reconciliations
(VDOT Only)

Reviewing Disputed Transactions

Step

Action

1.

Navigate to the Review Disputed Transactions page using the following path:
NavBar > Menu > Purchasing > Procurement Cards > Reconcile > Review Disputes

The Review Disputes Search page displays.

Review Disputes Search

Role Name | v ‘

Employee ID | Q |

Name | Q |

Business Unit | Q |

Card Issuer

Transaction Number |

Card Number | ‘
|
‘ [ Exact Match

Merchant |

sequenceNumber [ |
Line Number |f|
BilingDate | Q] ©[ Q]
Statement Status | v
Budget Status | v
Chartfield Status | v
TansactonDate | [H] ol E
Charge Type | v

Posted Date || To ‘ |

Search H fo Clear ] ]

Use the Employee ID field to narrow down the search results (transactions) for a specific
employee (PCard) or District (ISSP) based on the following guidance:

PCard: Enter the applicable employee’s Employee ID in the Employee ID field.
ISSP: Click the Employee ID Look up icon. Once the Look Up Employee ID
page displays in a pop-up window, enter the applicable District’'s ISSP in the
Employee ID begins with field and then click the Look up button to search for
and select the applicable ISSP.

Employee ID [ISSP1 Q
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Step | Action

3. The Transaction Date fields default to a 60-day window going back from the current date.
Update this date range as needed.

Transaction Date H 01/01/2026 To || 04/14/2026

4. Click the Search button.

| Search ‘ Clear ‘

The Review Disputes Procurement Card Transactions page displays.

Review Disputes
Procurement Card Transactions
Empl ID Name
Trar { with Dispute
@ 1-10f1 v | ViewAl
Transaction Biling Cardholder I
Collected ‘ Dispute Amount | Card Number Description Trans Date ‘ Tran::‘c::lnnr; Currency Merchant
] | @ ‘ 76770‘ |lD|SFUTED | ‘01/0512025 ‘ 767 TO‘USD ‘
5. Review the dispute explanation by clicking the Comments icon which is available on all the
tabs.
Transaction Billing Cardholder (3
Collected Dispute Amount
O 767.70

Once the dispute is resolved and the credit is collected, the transaction is set to Collected on
the Transaction tab.

Collected
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Canceling a Confirming Order in eVA
Step | Action
1. Navigate to the Reconcile Statement Procurement Card Transactions page using the

following path: NavBar > Menu > Purchasing > Procurement Cards > Reconcile > Reconcile
PCard Statement

The Reconcile Statement Search page displays if the user has access to more than one card. If the
user only has access to one card, proceed to Step 6.

Reconcile Statement Search
Role Name [ v]

Employee ID ‘ Q |

Name ‘ Q ‘

Business Unit ‘ Q ‘

Card Issuer v

Card Number ‘

Transaction Number ‘ ‘
‘ Exact Match

Merchant ‘

Sequence Number ‘ ‘

Line Number ‘ ‘

Billing Date | Q| N
Statement Status | |
Budget Status ‘ v‘
Chartfield Status | v|

Transaction Date 021132026  [F]| To (0411422028 [H]|
Charge Type ‘ v‘

Posted Date | ] ]

Rows Per Page ‘ 1[}0‘

[J Auto Save When Scrolling Through Chunks
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Step | Action

2. Use the Employee ID field to narrow down the search results (transactions) for a specific
employee.

Employee ID E

3. The Transaction Date fields default to a 60-day window going back from the current date.
Update this date range as needed.

Transaction Date || 01/01/2026 To |04/14/2026

4. Click the Search button.

Search ‘ Clear ‘

The Reconcile Statement Procurement Card Transactions page displays.

Reconcile Statement

Procurement Card Transactions

[ Run Budget Validation on Save

Bank Statement

\E\ 190f16  ~| > o1 ViewaAl

Transaction Billing I3
Employee Name Card Issuer | Card Number Trans Date | Merchant *Status Tmn:;«;tli.lunr; Currency
1 BAVIZ 4194 1212212025 Approved 305.88 | USD B 4
2( O BAVI2 Freemsm=4194 122212025 Approved 173.83| USD B ¢
3| O BAVIZ il TH 1211012025 Approved 1,326.08 | USD B ¢
4 O BAVI2 6T 1 121712025 Approved 218.61 | USD =) ¢
— i i |
5 | m} ‘ . | BAVI2 i T4 121712025 | l Approved 160.39 ; usD ‘ B ‘ g
6 O BAVI2 FrermeB6T 1 121712025 Approved 153.39 | USD &= q
Tl O BAVIZ il TH 12/19/2025 Approved 930.27 | USD B g
8 O BAVI2 6T 1 122412025 Approved 3,292.42 USD B g
9l O BAVI2 i 174 1212412025 Approved 3,864.00 USD [ 4
4 »

|+ >

[~ selectan B Cleara Validate Budget

[Search Purchase Details Split Line Distribution Template

=
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Step | Action

5. Select the applicable Transaction checkbox option for the transaction to be canceled in eVA.

1 BAVIZ FEEEAEERE 1202212025

6. Click the Purchase Details link.

FPurchase Details

The ProCard Purchase Order page displays in a pop-up window.

ProCard Purchase Order x
Help

Line 1

Merchant
City
State VA

Country USA
[¥)Purchase Order
“Busi i 50100 eVA PO Type RO1
Business Unit Original PO N P Routine Bill Vendor
POID | Q ‘ eVA Order Method URL
eVA Interfaced SEVA
PO Line | Q \ VA Dttm 01/02/2026 6:30:22PM
— VA Procure Type Supplies - Non-Technology v
PO Sched | Q |

eVA Confirming Qrder:
Cancel IneVA?: [

Supplier ID | 0000089018

Address Sequence Nbr 8 '

Ship To
Item ID | 4050350000
Category | 4050350
Supplier Item
*Quantity 1
*UoM |EA

305.88 Transaction Amount  305.88

Unit Price USD
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Step | Action

0 Only transactions with the eVA PO Type of "R01" will transmit to eVA.

Also note that the eVA Dttm field is populated.

eVA PO Type

eVA Interfaced
eVA Ditm

eVA Procure Type

RO1

Routine Bill Vvendor

eVA Order Method URL

SEVA

| 01/02/2026 6:30:22FM I

‘ Supplies - Non-Technology v|

eVA Confirming Order:
Cancel IneVA?: O

7. Select the Cancel in eVA? checkbox option.

eVA Confirming Order:
Cancel In eVA?:

O

The Cancel in eVA? checkbox option is now grayed out and cannot be reversed.

eVA Confirming Order:

Cancel In eVA™?:

0 If the Cancel button is clicked instead of the OK button in the next step, the Cancel in eVA will

not be saved.

8. Click the OK button.

OK

Cancel

0 The transaction will be transmitted to eVA and will be canceled automatically.
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Running the PCard Transactions by Transaction Date Query

Step | Action

1. Navigate to the PCard Transactions by Transaction Date Query by clicking
the Procurement WorkCenter tile.

Procurement WorkCenter

Cardinal Financials WorkCenters located on the Cardinal website in Job
Aids under Learning.

0 For more information pertaining to WorkCenters, see the Job Aid titled Overview of the

2. Use the following navigation path in the WorkCenter: Queries > PCard Queries > PCARD
Transactions by Trans Dt

Note: WorkCenter sections, folders, and pages may vary based on the user’s Security roles.

V_PR_PCARD_TRANS_BY_TRANS_DT - PCARD Transactions by Trans Dt

Receipts

e V_PR_PCARD_TRANS_BY_TRANS_DT - PCARD Transactions by Trans Dt
Items .
*Trans Date From :]Eﬂ
Other Links *Trans Date To By
v
Card Issuer (% for all) Q
v Queries Hame
Employee [D (% for all) Q
Saurcing Queries y Billing Date (MM/DD/YYYY)
Status (% for all)
Contract Queries o Voucher 1D (% for all)
D Account (% for all) Q
PCard Queries v Cost Center (% for all) e}
Department (% for all) Q

PCARD Monthly Statement | View Resuits |

Last

PCard Transaction Approvals 3 Budget Header | Trans Sent eVA Trans 1ans
Checking Chartfield Transaction s Entered to Ord ns o

ecking Chartfie Number EqNuhEr"Ee D o r#er Date Line

Business Card Digits Cardholder Employee Trans
How D § ate
Status  Status eVA

Unit  Issuer of Name I tatus
Card

PCard Transaction by PO Nbr

PCARD Transactions by Trans Dt

> Reports/iProcesses
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Step | Action

The V_PR_PCARD_TRANS_BY_TRANS_DT - PCARD Transactions by Trans Dt Query page
displays.

V_PR_PCARD_TRANS_BY_TRANS_DT - PCARD Transactions by Trans Dt

*Trans Date From ﬂ:]ra_'g
*Trans Date To E]
Card Issuer (% for all) Q
MName
Employee ID {% for all) a,

Billing Date (MM/DD/YYYY)

Status (% for all)

Voucher ID (% for all)

Account (% for all)

Cost Center (% for all}

Department (% for all)
View Resufs |

Felyelyel

Last

4 Trans Last Last
- - Budget Header . Trans Sent eVA Trans .. - s .
Business Card Digits Cardholder Employee Trans - Transaction Entered Trans Disfrib Posted Billing Trans Supplier User Change
Row Unit  Issuer of Name D tus Cgte:tt':g C';?;I'IZI“ Number SeqNu:rnr.e Date e?A OrEer Date Iﬁ'gﬁ Line Date Date Amt Merchant [[1] to Date
Card i Nbr Modify Time
Nbr
3. Enter parameters related to the cardholder employee (PCard Transactions) or the District (ISSP

Transactions) in the corresponding fields.

*Trans Date From |01/01/2026  |[z)
*Trans Date To |01/06/2026  |[[z)]
Card lssuer (% for all) | % Q
MName | %
Employee ID (% for all} | % Q
Billing Date (MM/DDMNYYYY)
Status (% for all) | %
Voucher 1D (% for all) | %
)| %
)| %
)

%

(

(

Account (% for all

Cost Center (% for all
(

P L L

Department (% for all

| View Results |

No results for the query will display until all required parameters are entered and the View
0 Results button is clicked. The % wildcard character needs to be added to any fields that are not
being searched, including the Name field, but not including Billing Date.

4. Click the View Results button.

View Results

Rev 9/1/2026 Page 38 of 39



W Cardinal Procurement Job Aid
V4

PR349 Performing PCard and ISSP Reconciliations
(VDOT Only)

Step | Action

The page refreshes with the query results.

| View Results |
Download results in - Excel SpreadSheet CSV Text File XML File (2887 kb)
View All
0 o Budget Header Trans
Row Bulsjln_ess ICard Laséd-c[lhﬁgs of Cardholder Name Employee ID ;’rans Checking Chartfield Transaction Number Sequence E'E;E[ecl Sent to eVA
nit  Issuer ard Nbr fatus  TgtieT  Status Nbr ate
1 50100 BAVIQ Frwemast3g42 Staged  Valid Recycled 24040836002900014775306 8 01/06/2026
2 50100 BAVIg *rrmrreRr3a42 Staged Valid Recycled 24394696002018015901373 7 01/06/2026
3 50100  BAVID *rreskrmRaEi3add Staged  Valid Recycled 24394696002018015901381 6 01/06/2026
4 50100 BAVI4 rrmmeemETRAAR1 Staged  Valid Recycled 24692166005105569991098 11 01/07/2026
5. Click the Excel Spreadsheet link to download the query results if needed.

Download results in - IExceI SpreadSheet ICSV Text File XML File (2887 kb)
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