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Purchase Card (PCard) Statements Overview 
 

The City of Round Rock issues PCards to authorized users to streamline and simplify the purchase of small dollar 
transactions.  It is the responsibility of each cardholder or reconciler to review and update each transaction by the 
due date so that the statement can be approved by the department supervisor.  This document outlines the 
procedures needed to complete PCard reconciliation: 

                                                             
 PCard Statement:  This is the record that is created when transactions are imported from JPMorgan into 
Munis PCard.   It will follow the ProCard Billing Cycle Calendar dates. The statement will be coded with the 
posted end date (eg. -  04052017).  

 
 PCard Transactions:  These are the line items on a PCard Statement.  Each transaction must be reviewed 

and updated before releasing the statement for approval at the end of the billing cycle. Cardholder or 
Reconciler will receive a notification on their dashboard when they have new transactions. 

 
PCard Statements cannot be added or deleted in Munis.  Statements and the transactions they contain are 
created by the transaction import program.  PCard transactions are imported daily. 
 

Searching for a PCard Statement 
 

 From the Tyler Menu, click Financials, Accounts Payable, Invoice Processing, Purchase Cards, Purchase Card 
Statements. 
 

       
 
 

Find the PCard 
Statement

Update and 
attach Receipt

Release
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 Click Search in the Ribbon. 

 
 
 
Tab to “Name on card” field and enter your name. Tab to “Code” field and enter Statement Code. Click Accept.   
 

 
 
 

If you are unsure of how your name is entered search by using wildcards (*).  For example: 
 

o Starts with:  Jeff* matches Jeff Smith, Jeffrey Smith, Jeffrey W Smith etc.   
o Ends with:  *Brown matches Sally Brown, Jim Brown, B. J. Brown etc. 
o Contains:  *Jeff* matches Jeff Smith, Jeffrey Smith, Bob Jefferson etc.   
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 A list of transactions from the PCard Statements displays on the screen.  Transactions with “No” in the 
Updated? column will need to be reconciled. 

 

 
 

 Click a PCard Transaction that has not been updated.  You can do one of the following to open the 
transaction:  
a) click Accept,  
b) click Transactions in the Menu Ribbon,  
c) or double click the line selected.  

 
 
 
 
 
 
 
 
 
 
 
 
 
 
 



  

                                                                 Page 4                                                   Munis PCard Reconciliation  

Updating a PCard Statement 
 

 
 
Transactions will be imported with the cardholder’s default Org and Object codes. Each transaction will be 
issued a Munis Transaction ID number which can be used to code your receipts. 

 
The screen displays the first transaction in the statement as shown:  
 

 Click Update.  Modify the Charge Description to the actual purchase description on the receipt. Update the Org 
and Object codes as required for the purchase.  Click Accept to save changes.  

 
 Click on the paperclip (TCM) and add your scanned receipt to each transaction. Review Attaching 

Documentation instructions on the following pages. 

 

 
 

 A PCard Statement may have more than one transaction. Click the arrow to use the Navigation Bar to review 
and update each transaction.  Follow Steps 5 and 6 above.  When finished Click Return.  
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Attaching Documentation 
 
Each transaction on a PCard Statement must have a receipt attached in Munis.  Use a copier/scanner to scan your 
receipt, and then import into Munis.   
 

 With the PCard transaction displayed on the screen, click Attach in the Ribbon.  The TCM (Tyler Content 
Manager) window opens.  

 

 
 

 
 

 Double-click Purchase Card Transaction.  The TCM (Tyler Content Manager) program opens. Document 
Information auto populates from the transactions line. Click New to attach a new document 
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 Click Import to import your scanned receipt.  
 

 
 

 Choose File. 

        
 

 Click Import.  

       
 

 The receipt displays in the TCM window.  View all parts of the receipt, ensuring that it is for the purchased item 
and is legible. Click Save in the toolbar.  
 

 
 

 Click Close Viewer in the toolbar to return to transaction screen. 
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Releasing a Reconciled PCard Statement 
 

At the end of the Billing Cycle for this PCard Statement, when all transactions have been updated and a receipt has 

been attached for each transaction, you need to Release the Statement into workflow so that your Supervisor can 

review and approve it. 

 

 Before clicking Release, double-check your work.  

Make sure you have updated the description charge on each transaction!   
 

On the main statement page (not the transaction page), verify that you have an attachment for each transaction.  

The paperclip icon indicates that an attachment is present.  Also verify that all Transactions in this Statement in the 

Update? Column is “Yes”. 

 

 
 

You can do a final review of your Org and Object codes for this Statement by clicking GL Allocations in the Ribbon.  

 

         
 

 Click Return from the Transactions or GL screen to return to the Statement screen. 
 

 Click Release in the Ribbon. 
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 The Status will change to Released.  
 

       
 

 
After the Statement has been released for Approval, the Cardholder/Reconciler will run a statement report to put 
with their original receipts. Click PDF in the Output section of the Ribbon. Open and Print the Report. Add receipts 
in order.  
 

 
 
Send the report to your Approver to use in conjunction with reviewing and approving your PCard Statement online. 
This report and receipts can be sent to Purchasing for retention filing.  
              

 
 

 
Approvers are no longer required to sign off a paper copy. All approving will be done electronically within 
Munis by the Due Date. 
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To Reactivate a Rejected PCard Statement 
 
If your Statement is Rejected, you will receive an email with a brief description of why.   
 

 
 
To Reactivate a Rejected PCard Statement search for Name on Card and Select Rejected as the Status. Click Accept. 
 

       
 
Select Reactivate from the More dropdown of the Menu in the Ribbon. The Rejected Transaction status will change 
to New. Follow the steps in Updating a PCard Statement to make the changes requested by the Approver.  When 
completed, release again for approval. 
 

      


