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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
(infranet) under Business tab-
BusinessPLUS/Business Processes.
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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.

,.-,'r ADMINISTRATIVE FORM 3516
STUDENT ACTIVITY FUNDS

....... o PCARD REQUEST

School name

Time/Date card requested Person requesting card

Vendor name Estimated $ amount $

Items to be purchased

Activity account
Activity advisor approval Date Activity account name number

Administrator approval Date

Top portion must be filled out in its entirety prior to making a pcard purchase. Receipt must be turned in when purchase
is complete and pcard is returned or you may be held personally responsible for purchase charges. By submitting this
form you authorize the account(s) named above to be charged for this purpose.

Bookkeeper use only

Pecard issued Pcard statement date COMMERCE
CHECKING ACCT STATEMENT

Peard returned Bank statement date

Yes No

Receipt received Adjustment or manual check #

Actual amount charged




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!l

b-,"( ADMINISTRATIVE FORM 3517
b I STUDENT ACTIVITY FUNDS
i PCARD USE LOG
L
Purchase Activity account | Posted?
Date Vendor Items purchased Amou ount name number Y/N

V101/15/16




PCard Use Process

When the advisor returns
the PCard and receipft, 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.

il
{&% Commerce Bank

COMMERCE BANK - COMMERCIAL CARDS
PO BOX 414084
KANSAS CITY MO 641414084

EC CHOOLS SAF
425 E 9TH ST
RENO NV 89512-280025

MEMO STATEMENT
Account ID N
Account Number =D K -4 T 16
Statement Date JUN 20, 2023
Statemant Activity $143.36

** MEMO STATEMENT ONLY **

DO NOT REMIT PAYMENT

Post  Tran
Date Date Reference Number

06-14 06-12  242263B3164360760273150

Transaction Description
SAMS CLUB#4TEE RENO

M

Amount
$143.36




PCard Recording Process

« Once dllreceipts and the = .
Commerce BOnk S_I_O_I_emen_l_ Ore B SchoolBooks Main Menu - Elementary Play School 18
. R File Maintena ports  Period End  Management Hel
compiled, you will be ready to A T : :

begin entering Pcard ' ] - ] B |
transactions info SchoolBooks. ]

* Open SchoolBooks to ‘Manual - " SO 5
Void Check Entry’ | | .

« Tab between fields fo enter the
details.

* Use the Pcard numbering log

1 ]

(reql_ueﬁT Th|<|s frombSAF) for The Manual/Void Check Entry - WCSD Middle School Mask =

next check numuoer. | BenkCode [C [G] Check Number [PCODT [ Date |06/23/23 Amourt |
Wendor Number | SAMSCLUB :] SAM'S CLUB Balance

* The first DATE on this tab is the
FRIDAY following the
Commerce Bank statement. ARk Primres

1. Header ] 2 Detaill 1




PCard Recording Process

: : —
-(I-)hr?nl\l/\IO\I/CDeATE IS The dOTe on The recelpT Manual/Void Check Entry - WCSD Middle School Mask — =
i ol Bank Code E_ j Check Humber jF'ED_D_'I 3 Date _DE;_"23;’2?! | Arnount _ 'I%?.SE &
Isfg\?,\eéef is Nofinvoi%e numbhe!r'! use Ehe S8 Vendor Number |SAMSCLUB [C4] SAM'S CLUB Balance | 00
exampYe, the reference number or | | b
transaction number found on the L @) Pos Purpose | ameunt [ 00
receipt. ' I Date Auth By | SalesTar [ [ 000 % | ]
- . GL Acct T Freight | oo}
The person ou’rhorlzmg the purchase is s & o
the ACTIVITY ADVISOR. [l 8 Lok [ ins Jundo] el |
e Ling |nvoice  Purpoze GL Account # Category Armount
Al avs Qpp| The Cg’regory 1 1234 S0 MaNY SUPPLIES 40-10-1000 SUPFLIES 143,36
way y :
To split the amount and charge it fo
multiple accounts, enter the amount for
one account and select the tiny ‘Ok’
button.
Complete the same procedure for the €] €] [21) F7 oo | @) Concel [ 3 Deete | 5] %]

remaint ng OmounT(S) . Fress to wiite/rewrite record CDIFRI MEPLAYDT | DBAZF423




ed, the total of
entries should
match EXACTLY to
your Commerce Bank
statement.

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

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

cording Process

1cf1

MANUALIVOID CHECK JOURNAL

Check Check
Check # Date Amount Vender Code and Name

Inwoice # PO # Category Authorized by
Date Purpose

Inw Amount Account # and Description

Batch No.. MC12-001

Bank Code: C Cash - Checking Account

PCO01 06/23/23 143.36 SAMSCLUB - SAM'S CLUB

SUPPLIES ACTIVITY ADVISOR

14328 40-10-1000
ATHLETICS

1234
061223 SO MANY SUPPLIES

Subtotal for Check # FCO01 143.368

Subtotal for Bank Code C 143.36



MANUALIVOID CHECK JOURNAL

Check
Amount Vender Code and Mame

@ Commerce Bank

Ci RCE BANK - COMMERCIAL CAR
PO BOX & =
HANSAS CITY MO 64141-4084

PO #

Category Authorized by

Date Purpose

Batch No.. MC12-001

de: Cash - Checking Account

C001 06/23/23 143.36 SAMSCLUB - SAM'S CLUB

123 "”Q.] / SUPPLIES ACTIVITY ADVISOR 14328 40-10-1000
oe12/23 sO PLIES ATHLETICS

Subtotal for Check # FCO01

*:0000000

OOLS SAF
425 E 9TH ST
RENO NV 89512-280025

Subtotal for Bank Code C

Post  Tran
Date Date  Reference Number

06-14 0612 24226363164360768273150




Pcard Recording Process

« Compile allreceipts, 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.

ltemized 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.




P uestionse I



