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TESTING/TRAINING LINK: https://psfin-u.slcounty.org/my.policy 

Navigating to PCard 
Place 

 
Reconciling Transactions 
(two ways) 

 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 

       OR…. 

Salt Lake County Purchasing Card Program 

Pcard Place Training Guide 

https://psfin-u.slcounty.org/my.policy
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     Reallocate transaction (new language = Distribution) 

        

 

 

 

 

 

 

 

 

Distribute Using One/Multiple Accounting Strings 
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Add Description of Transaction (this is what will be pulled into reports/queries) 

The Description field is located on the BILLING tab of the Reconcile Statement page. You 
may personalize this to bring this field into your Transaction Tab, closer to the distribution icon. 

 

Adding additional accounting strings 
Scroll to end, add additional line(s)with the “+” 
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Upload Document(s) to Transaction/Additional Comments 
 

 

 

 
 

Add any additional comment about the transaction 
 

Upload Supporting Documents 
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Upload Multiple Documents 

View Line Details (Level III Date will be in here, if vendor participates) 
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Dispute an Amount/Credit Collected 
We recommend personalizing the Dispute Amount and Credit Collected fields so they are 

present on the Transaction tab rather than Billing Tab. 
 

Distribution Template (similar to “Mass Reallocation in Access Online) 
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Verify or Approve Transactions (Previously known as “approve”or “final approve” in Access Online) 
 

Notify Approver of Transactions 
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Review Disputed Transactions 

   and search  
Add Comment to Disputed Transactions 
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Reports 
Reports and Queries are being built out. Currently, we encourage approvers 

and cardholders to use the tiles and dashboard built out on the PCard 
Homepage- which is also under construction while we gather feedback. Feel 

free to send suggestions/changes to Angelina Linnett at alinnett@slco.org . 
 
 
 

 

mailto:alinnett@slco.org
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