
 
Printing Procurement Card Statements 
 
When you are finished reconciling your charges, print the transaction detail report. Both the 
Cardholder and Approving Official must sign the report. Attach all backup documentation in 
the same order as it appears on the transaction detail report and submit to the Accounts 
Payable department by the 5th day of the following month. 
 
 

 
 

    Select the printer icon to make a hardcopy of your transaction detail report. 
 
Then select the Process Monitor link to retrieve the report. 



 
 
Once the Distribution Status indicates “Posted,” select the Details link. 
 
 
 
 
 
 
 
 
 
 
 
 
 



 
 
Select the View Log/Trace link. 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 



 

 
 
Select the PDF link to access your monthly report. 
 
 
 
Procurement Card Statement 
 

 
 
 


