
 

Creating an Expense Pcard Report 
 
Scenario: 
 Pcard Reconciliation for Statement Dates  5/10/2019-6/11/2019 
  

classroom 

 

 
2. Click the +New icon and select New Expense 

Report 

 
 

3. The Expense Report Header page will be 
displayed on the right side of the screen. 
 

 
 

4. Enter the Report Name: 
�¾ Pcard Statement [date range of 

current statement cycle] 

 
Naming convention for the Report Name field is:  

�¾ Pcard Statement, statement cycle dates 
�¾ Example:  
�¾ Pcard Statement 5/10/2019-6/11/2019 

5. Enter the Business Purpose: 
�¾ Pcard purchases to further financial 

operations mission of assisting 
student and staff. 

 
The business purpose should explain: 

�¾ what purpose the expenditure served,  
�¾  

how it furthered the University’s goals 
  



Step What to Do Notes 
6. Select the Report Type: 

�¾ Pcard Reconciliation (Non-Travel) 

 
 

7. Click Save in the upper right hand corner of 
the form. 

 
 

8. The Add Expenses screen will appear on the 
right side of the screen. 

�¾ Note:  The system will always default 
to the Create New option. 

�¾ For Pcard Reconciliation you do not 
want to Create New, go to step 9. 

 
 

9. Select the Credit Card: 
�¾ The Pcard charges that have loaded 

from the bank will display on the 
right. 

�¾ Note:  All Pcard charges will load here, 
depending on the expense type will 
determine what report they go on. 

�¾ For Example, if the card was used for 
a travel related expense it will go on a 
Travel Expense Report.  If the charge 
was non-travel it will go on a Pcard 
Reconciliation Report.  



Step What to Do Notes 



Step What to Do Notes 
13. The Contractual Fees / Services expense form 

will display. 

 
 

14. A blue note will appear under the tile name.  
The range of account codes will also be 
displayed on each tile.  A description of types 
of purchases used with this tile along with 
possible vendors. 

�¾ If you do not see the account code 
range listed for your expense you will 
have to select another expense tile. 
 

**See step 15 for an example to change the 
tile.**  

 
 

  



Step What to Do Notes 
15. To change the tile for the selected Pcard 

Expense click the picture and the options for 
tiles will re-appear. 

 
 

16. Note:  The Date and Spent amount are greyed 
out and cannot be edited. 

 
 

17. Business Purpose: 
�¾ The Business Purpose will default 

from the report header 
�¾ This value has to be modified for each 

expense type 
�¾ For this scenario, change to 

Document shredding to ensure the 
safe disposal of student and staff 
personal data. 

 
The business purpose should explain: 

�¾ what purpose the expenditure served,  
�¾ why the expense was necessary,  
�¾ how it furthered the University’s goals 

18. Description (optional): 
�¾ The Description will be used to give 

more explanation of the expense 
�¾ For this scenario, enter a description 

of the expense. 
 

 
 

19. Personal Expense Charged on PCARD: 
Select this box if: 

�¾ The charge was purchased using a 
WSU issued procurement card AND 

�¾ All or part of the charge was a 
personal/non-reimbursable expense 

�¾ Note: An additional field will display 
and require an explanation 

�¾ For this scenario, leave the check box 
unchecked 

 
 
 
 
 
 

 



Step What to Do Notes 
20. Merchant (optional): 





Step What to Do Notes 







Step What to Do Notes 
42. The Add Itemization screen will populate with 

the expense tiles.  
�¾ The Remaining amount in Red will 

have to be a zero before you can 
submit the report. 

�¾ Select the tile that corresponds with 
the charge first charge that needs 
itemized. 

�¾ For this scenario, select Materials / 
Parts/ Supplies 

 
 

 
 

43. The form for this tile will display. 

 
 





Step 



Step What to Do Notes 
55. Click the “ChromeRiver” icon to return to the 

home page.  
 

56. To view the submitted report, click on the 
number listed in the “Submitted Last 90 days” 
section of the Expenses section. 

 
 

57. Locate the report in the Submitted Expense 
Reports list and click to display the report 
details. 

�¾ Note:  The report status is displayed 
below the amount field. 

�¾ Statuses include:



Step What to Do Notes 
60. Selecting PDF will display five options to select 

from: 
�¾ Cover Page will create a summary 

cover page of the report that can be 



Step What to Do Notes 
62. To see additional tracking information, click 

on an individual 


