
Creating a Pcard Expense Report 

 

Click + New to Start the Pcard Expense Report 

 
 

 

Name Your Report and Click Save 

 
 

 

 



Click on Credit Card and Select the Pcard Items You Would Like to Add to the Report Then 
Click Add 

 
 

 

If an Expense Item Does Not Have and Expense Category Selected You Will Need to Select 
One 

 
 



Fill in the Description and Account Code if Necessary, Click Receipt Attached, Add Allocation 
and Program Code and Click Save 

 
 

If a red Triangle Appears Next to an Expense Item Line it Must be Addressed With a Comment 
– add Comment and Click Save 

 

 
 

 

 

 



Finally you will Need to add the Receipt Images – Click add Attachments and Select From Your 
Receipt Gallery or From a PDF Document on Your Computer 

 

 


