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PCard Approval - Reconciler 
Updated July 1, 2026 

Purpose 

This document describes the Reconciler steps to complete PCARD transactions in SAP.  

Process Description 

• Cardholders locate PCARD transaction in Firefly and have the option of entering data 

and attachment.  The Cardholder cannot reconcile or approve their own transactions. 

• Reconciler processes transaction in SAP through tcode ZPCARD.  If the Reconciler is the 

FI Approver, the transaction will be posted in SAP.  If Reconciler is not the FI Approver, 

the transaction will be parked. 

• FI Approver will approve the transaction through the PCard FI Approval Firefly tile.   

Reconciler Procedure 

In SAP, run transaction ZPCARD and click Execute.  

An example display of a transaction: 
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To view the attachment, click on the “@” symbol next to the document number. Then, double 

click on the row.  

 

To add an attachment, click in the blank yellow space before the SAP document number. 

 

Click on New, Create Attachment. 
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Locate your attachment and click Open. 

The attachment will now be visible. 

 

 

After viewing the attachment, double click on the document number to view the transaction. 
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The fields the cardholder entered will be visible for the Reconciler.  All fields in white can be 

edited.  If the information is correct, click Save.  

 

Note: To view the FI Approvers, click on the pull down.  

 

A pop-up will appear with the FI Approvers. 

 

 

 

 



PCard Approval - Reconciler 
Updated July 1, 2026 

Copyright © University of Nebraska Board of Regents 

5 

After clicking save, the row will turn green and a check mark will appear to confirm the 

transaction has been reconciled.  

 

If the Reconciler is also the FI Approver, click Save to Post the transaction. 

To Split-Code A Charge 

Click on the green checkmark. 

Do not change anything on the first line. 

Enter the GL, Cost object, Amount and Text. 

 

Click Overview to make sure the entry is balanced (Debits + Credits = Zero). 
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Sent Back to the Reconciler 

If the transaction is sent back to the Reconciler, an e-mail notification will be sent detailing the 

transactional data and the comments from the FI Approver. 

 

In the example below, the transaction was sent back to the Reconciler.  To view the status log, 

click on the pull down to the right of the Current Status field. 
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The PCard Log will display.  

 

If the FI Approver entered in more than the field contains, click on the pulldown to the right of the 

FI Approver Comments to view the entire comment. 
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After FI Approval – Reconciler View 

In the SAP ZPCARD transaction, the transaction will be in the Posted status. 

 

 

 


