
PCard User Group Meeting
October 28, 2008



Introductions

PNC Bank
Holly Kreisel-Jones
Ronni Hunter
Rebecca Rumfelt

Customer Resource Center
Barbara Aldridge-Montfort
Ramonda Kelly
Jamie Breeze



Agenda

Customer Resource Center
� Pcard Spending
� eMARS Do’s and Don’ts
� Reconciliation
� Paperwork
� Balancing
� Contacts
PNC Bank



Pcard Spending

2007 Total Spend $44,271,311

2008 Spend (Jan-Sept) $30,315,492



Savings/Benefits

� Easy way to pay for low dollar high volume 
purchases

� General Fund receives a rebate of 1.14% for 
all money spent with the card

� Commonwealth realizes interest earnings by 
delaying payment

� Commonwealth realizes reduced payment 
issuance cost by combining activity on a 
single payment to PNC each month



Increase Spending

� Higher Limit Cards within Policy
� Cardinal Office

� Copier Leases
� Utility Payments

� Gordon Food Service

� Agency should have internal controls in place 
to ensure spending is within Finance & 
Administration Policy



High Dollar Cards

� Request through Office of the Controller
� Used for designated purposes only

� Contracts

� Utilities

� Cardholder may have more than one card



PRCUA Do’s & Don'ts 

� DO – Enter all Cards on PRCUA prior to use

� DO – Copy from one of your existing Cardholders 
when adding new cards

� DON’T – Mark cards Inactive until all transactions 
have posted to a PRC2 document

� DON’T – Delete a record from this table

� If you DON’T follow these instructions and 
receive an e-mail on orphaned transactions, DO
COMPLETE immediately



PRC2 Do’s & Don'ts

� DO – Reconcile all transactions against receipts
� DO – Ensure all PRC2 documents are approved 

timely
� DON’T – Change Document Description
� DON’T – Change Scheduled Payment Date (even 

if the date has passed)
� DON’T – Delete a Commodity Line
� DON’T – Enter funding in Accounting Distribution
� DON’T – Delete or change the Check Description 

field on Accounting Lines. DO copy the Check 
Description for newly added accounting lines



Cycle Reconciliation

� DO – Reconcile Cycle Totals
� VIS File Extract
� Reconcile Company Billing Report within VIS 

against Pcard Monthly Settlement Report within 
infoAdvantage



Official Paperwork

� Authority Delegation Agreement
� Completed when a Program Administrator is 

changed (not Site Admin)

� COK Procurement Card Site Agreement
� Used to set up a new PCard Site

� PNC Agency Site Agreement
� Complete when Program Admin, Site Admin, 

Site Address, or Site Limits Change



Official Paperwork

� VIS Access
� Complete when approver changes or user id 

needs to be discarded

� Custodial Card Request
� To be completed when a custodial card is 

requested for your site

� Employee Usage Agreement
� All cardholders/custodians/contractors with 

access to a PCard (kept on file at site)



VIS Passwords

� If user is unable to access the VIS website 
due to inactivity or they have forgotten 
password.  Instruct them to e-mail 
Finance.CRCGroup@Ky.gov to request a 
password reset.

� We prefer the request come from the user 
not the administrator.

� Passwords will not be sent to anyone other 
than the user.



Who Noticed???

We supplied COK card numbers to what 
vendor that gives us 5% discount for using 
the PCard?
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Balanced?
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Who to Contact?
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If VIS users receive any errors trying to logon most (if not 

all) can be resolved by requesting a password reset.  
Please have the user request the password themselves 
(unless they do not have e-mail) please do not request 
it for them.



Who to Contact?
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Source: Global Commercial Payment Cards, 2007
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Program Administrator 
reviews & reconcile EMARS 
report with cycle report from 

VIS

Cardholder 
reviews 

transactions; 
documents 

purpose and 
description

�
Batch created

& exported
based on cycle 

�

Buyer 
submits order 
and presents 

Pcard for 
payment

Supplier fills 
order and 
processes 
payment 

against Pcard

Transaction 
posts to PNC

Transactions 
processed
via Visa 
network

Transaction updated to VIM

Reconcile PNC 
cycle bill with 
EMARS cycle 

report based upon 
cycle end invoice  

Cycle end 
consolidated 

bill 

Manager 
reviews and 

approves
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LAST NAME FIRST NAME ACCOUNT NUMBER SUPPLIER NAME MCC N AME TRANSACTION DATE POSTING DATE
MIAO CHANG 4199920000000015 COMPUTER NATION COMPUTERS/PERIPHERALS/SOFTWARE 09/04/2002 09/04/2002
MIAO CHANG 4199920000000015 BLACK ANGUS EATING PLACES/RESTAURANTS 09/03/2002 09/03/2002
MIAO CHANG 4199920000000015 DENNYS EATING PLACES/RESTAURANTS 09/01/2002 09/01/2002

BILLING AMOUNT DESCRIPTION PURPOSE ALLOCATION ALLOCATED BY
53.22 This is a sample Description. This is a sample Business Purpose. Demo, Kentucky
93.34 Dinner for Mr. Smith, Ms. Jones, and Mr. Thompson Attending Annual Conference Demo, Kentucky

327.78 Breakfast 50 Agency Coordinators attending training Demo, Kentucky

ALLOCATION APPROVED BY ALLOCATION INDICATOR
Approver, Kentucky ALLOCATED AND APPROVED
Approver, Kentucky REJECTED

PENDING
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Questions



Web Update



Need Help

Customer Resource Center
Finance.CRCGroup@ky.gov
502-564-9641 or toll-free 877-973-HELP

http://finance.ky.gov/internal/procards/


