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P-CARD RECONCILIATION REPORT JOB AID 

This report provides P-Card, T-Card, and Toshiba Ghost Card (GC) transaction details. 
 
Accessing the Report 

 
1. Log on to Business Tools for Schools (BTS). 
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2. Go to the Reports tab 

3. Click the Procurement/Contracts sub-tab 

4. Click P-Card Reconciliation Report 

 
 
 
 
 
 
 
 

 

 

 

2 
3 

4 

https://budgettraining.lausd.net/


               

 

                                                                                                                                   
  

Page 3 of 10 

 

LAST UPDATED MAY 2024 P-CARD RECONCILIATION REPORT JOB AID 

BUDGET SERVICES AND FINANCIAL PLANNING 
SCHOOL SUPPORT NETWORK 

Visit us at https://BudgetTraining.lausd.net for fiscal training information! 

  
5. Enter P-Card Location (Fund Center)  

6. Enter Fiscal Year 

7. Click Execute  to generate the report 

Default report will display sorted by Posting Status. 

 

Note: The more details you enter in the available 
fields the narrower the report information will be.  

Optional Fields include: 

P-Card: the cardholder’s vendor number in SAP – 
usually unavailable to users 

Posting Status: deselect any of these options to 
modify the report 

Reconciler: to generate the report for a specific 
cardholder (enter employee number) 

Approver: to generate the report for a specific 
Approving Official (enter employee number) 
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The default report has 64 columns. 

 
 

Here’s the suggested report with 18 columns. 
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# Column Heading Description 

1 Posting Status Parked – Transactions that need to be reviewed and approved 

Posted – Transactions that have been reviewed/approved by the Approving Official 

Cleared – Transactions which have found a match with US Bank’s monthly payment file 

Reversed – Transactions that were reversed 

2 Invoice Date The date the transaction was processed by the merchant 

3 Document No The SAP transaction number 

4 Merchant Description Vendor identifier 

5 Card Holder Name Name of the cardholder 

6 Card Type Identifies the type of card (P-Card, Fuel, Travel, Unified Print) 

7 Charge Amt The transaction amount 

8 Approver Name of the approving official 

9 Posting Date The date the transaction was approved 

10 Attch Ind If checked, it indicates a document was attached 
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# Column Heading Description 

11 Posted Cost Center Identifies the school or office that was charged 

12 Posted Account Identifies the commitment item (or  G/L account) that was charged 

13 Posted Fund Identifies the fund that was charged 

14 Posted Func Area Identifies the functional area that was charged 

15 Entered On Reflects the date the transaction was approved by the approving official 

16 Changed On Reflects the date of the last action 

17 Clearing Date The date the transaction posted as an expenditure 

18 PCard Line Item Dtl Text from the merchant indicating what was purchased 
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Accessing the Customized Report 
After entering your criteria, click the match code box  
next to the Variant input field 

 

 
Select the SFSPCARD layout then click the check mark 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
Click Execute  to run the report. 
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Downloading the Report 
                                                                                                                                                
8. Click the Print Preview icon 

 
 
 
9. Click the Spreadsheet icon 

 
 
 
 
 
10. Choose Select from All Available Formats 
11. Select Excel (in Existing XXL format) from the drop-down menu 
12. Click the green check mark 
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13. Click the green check mark on the Information  

dialog box 
 
 
 
 
 
 

14. Select Table on the next dialog box 
15. Click the green check mark 

 
 
 
 
 
 
 
16. Click the green check mark 
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The report is displayed in Excel.  Save the file to your computer. 
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