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Pcard Voucher Create Process 
 

Training Requirements: 

 

 

Note: Submit your Security Application within 90 days of completion date of TGM80H training. 
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TeamWorks TGM Security Roles:  
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Warning -- This activity requires approval before SAO will process the request. (29999,31) 
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Navigation:  

 

1. Login to TeamWorks Financials/TGM as Accounts Payable user with Pcard Voucher Security 
access. 
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2. Successful login will launch Tile based Homepage. 

 

 

 

3. Click NavBar icon on top right corner as highlighted in red square to know menu-based 
navigations. Below screen shows you right hand side menu navigation. 
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4. Click on either Procurement Tile or NavBar > Navigator icon to know other Pcard sub-menus. 
 

5. Clicking on Procurement Tile will bring Procurement WorkCenter layout as below. You will find 
Pcard Voucher Process related direct links under Pcard section of Procurement WorkCentre’s  
Main Tab. 
 

 

 

Click on Load Voucher Stage menu and you will find your page on the right-hand side. 
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You can click on << sign right besides Procurement WorkCenter keyword on upper left corner for full 
screen view. 
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Click on >> sign to bring back Procurement WorkCenter tab-based navigations for most commonly used 
links by modules. 
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6. Clicking on NavBar > Navigator icon will launch right hand side menu navigation. 

 

Click on Procurement Card Center 
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7. Voucher Build process can be accessible either from Procurement WorkCenter directly or by 
navigating from Navbar. 
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Click on Batch Processes > Vouchers 

 

 

 

Keep adding your pages or navigations to your Favorites by clicking from upper right corner burger icon. 
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8. Your Favorites will be available directly from Homepage after successful login. 
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Creating P-Card Vouchers   

Step 1. Run the query 0PO201A_PCARD_STATUS_BY_BU to determine the dollar amount of transactions 
that have been Approved and have a Valid budget status.  These should be the only transactions that 
vouchers are created for.  You will control the transactions that are sent to AP when you run the Voucher 
stage process. 

 

 

 

Enter your business unit and the Bill Dt from and Bill Dt to: this is your statement billing date. You may 
have transactions where the billing date is 1 or 2 days prior to your normal billing date if the billing date 
falls on a weekend. For example, 3/15/09 fell on a weekend so some transactions have a billing date of 
3/13/09, the Pcard providers sends the file this way. 

Run Query into Excel. 
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Click Open or Save option to download query results into excel. 

The voucher stage process should only be run for Approved (column C) charges and where the Budget 
Status = ‘V’ (column G). 
 

 

 

Step 2. If you have transactions that are neither Approved nor Valid, you should run the query 
0PO201C_PCARD_BU_DET_NOT_A to see the transactions are not approved and have the approvers 
and reconcilers Approve and Valid budget check the remaining transactions. 
 

 

Run Query into Excel. 
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Click Open or Save option to download query results into excel. 

 

 

PCard AP User alternatively can share public query name 0PO201C_PCARD_BU_DET_NOT_A with PCard 
Administrator to avoid exchanging emails with Card Holder and Transactions details. Let PCard 
Administrator to run the query and take the appropriate necessary actions. 

 

Step 3. Run public query 0PO201B_PCARD_STATUS_BY_BU_DET after the 
0PO201A_PCARD_STATUS_BY_BU query to review individual transaction detail & identify those 
requiring approval and/or budget checking to be eligible for PCard voucher processing. 

 

Step 4. Run public query 0PO201H_PCARD_DOC_TOL_ERRORS before running voucher stage process. 
This allows users to resolve issues on the source PCard transaction before voucher is built vs directly on 
the voucher.  Troubleshooting & resolving issues on the source transaction (PO or Pcard) will eliminate 
the need for deleting PO-linked voucher lines and manually adding back non-PO linked voucher lines since 
doing so requires PO buyers to manually close POs to liquidate encumbrance vs liquidation of 
encumbrance by normal PCard charge voucher & payment processing which, in turn, makes POs eligible 
for systematic (batch) closure.  
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After all transactions for a billing period are Approved and have a Valid budget status, you are ready to 
stage your Pcard voucher. 

Step 5. 

Load Voucher Stage: Use the ProCard Load Voucher Stage process to move approved transactions 
to the voucher staging tables. 

Using NavBar Navigation: 

Navigation: NavBar > Navigator > eProcurement > Procurement Card Center > Process Statements > Load 
Voucher Stage OR NavBar > Navigator > Purchasing > Procurement Cards > Process Statements > Load 
Voucher Stage  
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Using Procurement WebCenter: 

Step 6. Use any one of the options as either Find an Existing Value or Add a New Value for Run Control 
ID Setup or Updates:  
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Run Control ID: Add a new run control or use an existing run control if you have run this process before. 

Select or Enter Setid = STATE  

Select or Enter Card Issuer = VISA  

Select or Enter Billing Date = Bank of America Pcard Statement or Billing Date. Note: you may have to run 
this process twice if your billing date fell on a weekend. Do not forget to change / update billing date every 
time you run this process. 

Create Vouchers: 

• select by Business Unit if you want to have all card transactions combined into one voucher, or
multiple vouchers if you have more than 500 transactions. Note: This is a preferred way of staging
Pcard Voucher.
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• select by Credit Card Number if you want to create one voucher per cardholder.

Select or Enter Business Unit: Logged user business unit number 

Invoice Date to Use: Enter the criteria by which you wish to base your invoice date, based on billing 
date, by entering the date manually, or using the date the you are running voucher process.

Enter Invoice Number: Enter the invoice number you want to use, DO NOT exceed 10 characters or 
digits, you will be able to update the invoice id on the voucher once it is created.  If you run the 
process more than once before voucher build runs, you must use a unique invoice id or the process will 
fail the second time and have to be deleted and restarted with a unique invoice id. Note: Do not forget to 
change / update Invoice Number every time you run this process. 

Enter Max Voucher Lines: Enter the maximum number of voucher lines you want for each voucher.  500 
should be the maximum or you will not be able to open your voucher in AP once it is created.  

Select Transaction Status Criteria: Approved (if you choose any except closed, you will pick up staged and 
verified charges)  

Select Budget Status Criteria: Valid (if you choose any, you will pick up Error or Not Checked transactions 
and have to update the budget string on the voucher)  

Select Chartfield Status Criteria: Valid  

Step 7. Click Save – You will receive this WARNING, just click OK, so AP Business Unit value will change 
to logged user business unit. 

Note down your Run Control ID for future Pcard Voucher Stage related activities.  



20 
 

Step 8. Click Run and you will be prompted with Process Scheduler Request screen. 

 

 

Select Server Name as PSUNX, Select Time Zone as EST and Click OK. Then you will be redirected back to 
previous screen – Load Voucher Stage. Note down the Process Instance Number located exactly below 
the Process Monitor. 
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Step 9. From the Load Voucher Stage run control page click on the Process Monitor link to check the batch 
process progress or status.  
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Step 10. Keep clicking Refresh until Run Status and Distribution Status values gets changed. 

Step 11. From the Process Monitor page, Click on Details to launch Process Details page. 
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Step 12. From the Process Details page click the Message log: 

 

 

From the Message Log page, you can view the number of vouchers that will be created, in this example 1 
voucher will be created: 
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Step 13.  

Voucher Build: The Voucher Build is a batch process that is used to build vouchers that have been 
staged. 

 

If you have access to the voucher build process navigate to: NavBar > Navigator > Accounts Payable > 
Batch Processes > Vouchers > Voucher Build 

 

 

 

 

Step 14. Use any one of the options as either Find an Existing Value or Add a New Value for Run Control 
ID Setup or Updates: 
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Step 15. Enter Run Control ID and Click on Add so you will be redirected to Voucher Build Run Control ID 
Setup. 

 

 

 

Step 16. Click Save and note down you Run Control Id for future Pcard Voucher Build process. 

Step 17. Click Run, Choose Sever Name of PSUUNX, be sure Voucher Build is selected and click OK. 
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Click OK return to Voucher Build Run Control ID setup previous screen/page. 

 

 

 

Note down your Process Instance number and Click on Process Monitor to check Voucher Build process 
status. Keep clicking Refresh every 10 seconds until you will get Run Status = Success and Distribution 
Status = Posted. 
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Step 18. Access your voucher from the regular voucher entry pages using the vendor id of 0000216623 
and the voucher source of Procurement Cards. 
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You may have to make changes to the voucher such as correcting budget checking errors, changing the 
invoice id, bank account, payment method and accounting entry template as you would a normal voucher.  
If you have many vouchers you will need to use the Manual payment worksheet to apply your vouchers 
against a wire payment.     
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Step 19. Vouchers can still be built with pre-edit errors, even after validation. These need to be 
corrected so voucher build can be re-executed. Check message log from Voucher Build process logs. 

 

  

 

Step 20. The steps below outline how to correct Voucher Build Errors: 

Navigation: NavBar > Navigator > Accounts Payable > Vouchers > Add/Update > Quick Invoice Entry 

On the Quick Invoice Entry page, enter the Business Unit. Use the Magnifying Glass to search for the 
value. 

Move down to Build Status and select Pre-Edit Error. Under Voucher Source, select Procurement Cards 
in the menu. Click Search. 
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A list of transactions in pre-edit error will be displayed. Note the list of voucher numbers with pre-edit 
errors. 
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Step 21. Once all voucher with pre-edit errors have been identified, navigate to the Voucher Build Error 
Detail page. 

Navigation: NavBar > Navigator >  Accounts Payable  > Vouchers > Maintain > Voucher Build Error Detail 

Enter the Business Unit and Voucher ID for the error that was noted in the Quick Invoice Entry search.  

 

Click Search. 
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The Voucher Build Error Detail page lists all voucher pre-edit errors. There are three types of errors: 
Header Errors, Invoice Line Errors, and Distribution Line Errors.   

 

Note: Whenever there are Voucher Line or Distribution Line errors, the voucher lines and distribution 
lines with invalid ChartField values are identified. 

 

Review the various pre-edit errors that exist for the transaction.  

Step 22. Click Correct Errors on the Voucher Build Error Detail page to access the Quick Invoice Entry 
page. 
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Step 23. Delete erroneous lines 

 

 

Step 24. Click on Save 
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The Quick Invoice Entry page is used for reviewing and updating vouchers staged for review by the 
Voucher Build process, as well as for correcting vouchers that have Voucher Build process pre-edit 
errors.   

Take corrective action to correct all pre-edit errors on the Quick Invoice page. 

Under the Invoice Lines section, update the ChartField information if necessary. When complete, click 
Save. 

Note: The Invoice Number and the Invoice Date fields on the Quick Invoice page will be defaulted. This 
information should not be modified. The Invoice Date information from this page will default as the 
Statement Date for the P-Card Voucher. 

Step 25. After data is corrected and saved, click on the Build Status options on the Header section. Set 
the corrected voucher error to To Build from the drop-down. 
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Here, the user has the option to print the invoice if desired. To do so, click Print Invoice. 

 

Step 26. When all errors are complete, click Save. The transaction will be picked up in the next run of the 
voucher build to complete building the voucher. You may run on demand Voucher Build to see 
immediate results. 
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Step 27. Access your voucher from the regular voucher entry pages using the vendor id of 0000216623 
and the voucher source of Procurement Cards. 



39 
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You can also run the query 0PO201G_PCARD_VOUCHER to see all transactions and the related voucher 
id. 




