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Procedure 
 
You can use the Procurement Card Transactions page to review, manage, and 
approve procurement card transactions loaded by the Load Statement Process. 
 
In PantherSoft 8.4 the file loads took place on Tuesday of every week. However, in 
PantherSoft 9.0 these file loads will take place on the first business day after the 4th 
of each month. You will have 10 business days to complete the reconciliation after they 
are loaded. 
 
  

 

 
Step Action 

1.   Click the Purchasing link. 
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Step Action 

2.   Click the Procurement Cards link. 
 

3.   Click the Reconcile link. 
 

4.   Click the Reconcile Statement link. 
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Step Action 

5.   Click the Role Name list. 
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Step Action 

6.   Click the Approver list item. 
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Step Action 

7.   Enter the desired information into the Employee ID field. Enter "pcarduser2". 
8.   Click the Search button. 
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Step Action 

9.   Click the Status list. 
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Step Action 

10.   Click the Approved list item to Approve the selected transaction. 
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Step Action 

11.   Click the Select All link to select every transaction listed under the current 
Bank Statement. 

 
12.   Click the Approve button to Approve all of the selected transactions. 

 
13.   Click the Save button. 

 
14.   Click on the Home link. 
15.   Congratulations. You have successfully Reconciled a Procurement Card 

Transaction as a Budget Authority. 
End of Procedure.
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