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Purchasing > Procurement Cards>Reconcile>Reconcile Statement 

• Fill in role name 

• Card Issuer 

• Billing Date 

 

 
 

Click on   

 



I

 

If you are not going to reallocate the first transaction be sure to remove the check mark.  Select the transaction(s) you 

are going to reallocate or approve.  If you are reallocating a transaction click on Distribution Icon   

 

 

The Account Distribution page will open for you to enter new speed type and account code.  

Once you enter the information you are changing be sure and click on the   button. 

Then click the   

 



 

 

If you are the Reconciler you will click on  

 

Click on     

Then click on   

If reallocated the budget status will be updated to Not Checked upon SAVE.   

The Budget Validation process will initiate at regular intervals.  Upon completion of each batch the transactions having a 

budget status of not checked will be updated.  There is no further action required unless you are contacted by a member 

of the procurement card staff. 

The only change from your current procedure is you no longer see or need the VALIDATE BUDGET option. 

 


