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What is the Pcard?
• The Pcard is the school’s credit 

card, automatically paid from the 
SAF account each week.

• Grants, General Budget and SAF 
Pcards live at each school.

• All Pcards have similar rules but are 
tied to different funding sources. 

• SAF Pcard has the least number of 
rules, but transactions are tied to 
how the funds came in! Most money 
is restricted!

• SAF Pcards do not require approvals 
in Commerce Bank.

• Statements are issued on Tuesdays 
in Commerce Bank.



Become Pcard Administrator
• When starting a new position or 

at a new location, contact 
Jessica Valdovinos to schedule 
training to become a Pcard
administrator.

• Schedule and PASS training with 
AP and then confirm that you 
are authorized to hold the 
school’s Pcard. 

• Review information on WCSD 
Business Process Training page, 
found on WCSD Insight 
(intranet) under Business tab-
BusinessPLUS/Business Processes.



PCard Use Process
• When a teacher or 

advisor wants to use the 
Pcard, they will begin by 
requesting a PCard 
request form from the 
PCard administrator. 

• BEFORE any purchase, 
THEY will fill out the 
request, sign the request, 
and request 
administrator approval. 

COMMERCE
CHECKING ACCT STATEMENT



PCard Use Process
• Once the form is filled 

out, the requesting 
teacher or advisor will 
be issued the Pcard. 

• The Pcard Use Log is 
optional and may be 
filled out for the 
purchase. 

• Remind the advisor 
that they must return 
the receipt for the 
purchase!



PCard Use Process
• When the advisor returns 

the PCard and receipt, be 
sure that the Pcard is 
returned to it’s secure 
location. 

• Complete additional 
details on Pcard request 
form and save until the 
following Tuesday when 
the Commerce Bank 
statement is available. 

• On Tuesdays, retrieve the 
weekly Pcard statement 
from Commerce Bank. 



PCard Recording Process
• Once all receipts and the 

Commerce Bank statement are 
compiled, you will be ready to 
begin entering Pcard
transactions into SchoolBooks. 

• Open SchoolBooks to ‘Manual 
Void Check Entry’

• Tab between fields to enter the 
details.

• Use the Pcard numbering log 
(request this from SAF) for the 
next check number. 

• The first DATE on this tab is the 
FRIDAY following the 
Commerce Bank statement.



PCard Recording Process
• The INV DATE is the date on the receipt 

or invoice. 

• If there is NO invoice number, use the 
SAME type of number each time. For 
example, the reference number or 
transaction number found on the 
receipt.  

• The person authorizing the purchase is 
the ACTIVITY ADVISOR. 

• Always apply the Category.

• To split the amount and charge it to 
multiple accounts, enter the amount for 
one account and select the tiny ‘Ok’ 
button. 

• Complete the same procedure for the 
remaining amount(s). 



Pcard Recording Process
• Once all Pcard

transactions are 
recorded, the total of 
the entries should 
match EXACTLY to 
your Commerce Bank 
statement. 

• In the ‘Manual Void 
Check’ screen, click 
‘Cancel’ twice. This will 
ask you to print the 
journal. Click ‘Yes’. 

• DOUBLE CHECK that 
the journal and DATES 
all match your 
Commerce Statement 
before updating.



Pcard Recording Process



Pcard Recording Process
• Compile all receipts, the Manual Check Journal, and Commerce 

Bank statement and file together. 

• Repeat entire process for next week’s Commerce Bank 
statement of Pcard charges!



Important Pcard Reminders
• ALL FORMS are available on the WCSD SAF Website. 

• No person may use the Pcard without previous approval. 

• All purchases must abide by the SAF Manual, also on the WCSD 
SAF Website.

• Itemized receipts MUST be included. Not just the credit card 
charge.

• Be sure to note the “PCXXX” numbers next to the Commerce 
Bank withdraw on the checking account bank statement. 




