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This is a step-by-step guide on how to verify your procurement card transactions in the ERP system.  

 

1. To view all procurement card transactions assigned to your p-card(s), type in My Procurement Card 

Transactions in the ERP system search bar. 

                   
       This report includes a column showing the status of each procurement card transaction. Refer to the 

key below for an explanation of each status. 

• New:  A credit card transaction is available to include on a procurement card transaction 

verification. 

• Pending: The credit card transactions is on a procurement card transaction verification that’s in 

Draft or In Progress status. Pending status requires approval/verification. 

• Verified: The credit card transaction is included on a procurement card verification that has 

been fully approved. 

2. In the ERP system search bar, type Verify Procurement Card Transactions and then select the Verify 

Procurement Card Transactions task.  

 

3. Select your Company and enter today’s date at the document date. 

4. To view a Transaction, under the heading Transaction, select the magnifying-glass icon of a 

Transaction. 
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5. To verify a Transaction,  select the Transaction by checking the box. 

 
6. Select OK. 

7. On the next screen, under the Transaction heading ,the following fields will not need to be completed: 

Supplier, Purchase Order, Supplier Contract. 

8. Using both the vertical scroll bar to scroll up and down, and the horizontal scroll bar to scroll left and 

right, review the Transaction Details. 

9. To select a Spend Category, under the heading Item and Category, select the menu icon, select Spend 

Category, and then make your selection. 
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10. Scrolling to the right under Transaction Details, to specify an Appropriation, type in an Appropriation 

and then select enter to search. 

Note: Alternatively, select the menu icon, select Active Appropriations by Appropriation Hierarchy, 

select an Appropriations Hierarchy, and then continue selecting options to ultimately make your 

selection. (For example, select Active Appropriations by Appropriation Hierarchy > SORI Appropriation 

> Education > 026 Rhode Island Council on the Arts > 31002 Film Commission.) 

Note: Once an Appropriation is selected, the Fund may automatically populate even if you entered a 

different Fund in the step above. Once an Appropriation is selected, Program and Source of Funds 

may also automatically populate. 

 
11. Ensure the Remaining Transaction Amount to Verify is $0 before submission.  

        
12. Finally, one receipt is required per transaction line. To add an attachment, scroll to the bottom of the 

page. Under the Attachments header, choose Select files, and attach your receipt. 

 
13. To verify the Transaction, select Submit. 

14. To view all procurement card transaction verifications, go to the ERP system search bar, type in My 

Procurement Card Transaction Verifications, and choose the task. If applicable, enter in the 

Verification Date On or After, Verification Date on or Before, and/or Verification Status. Press OK. 
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