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RELATING PO’S TO YOUR PCARD PAYMENT 
 
PROCESS 
 
1.) If paying a PO by PCard, check the “Use Procurement Card” box on the PO.  
The buyer must have a PCard to be able to check this box. 
 

2.) After the PO is created, it must be dispatched.   
*NOTE:  THESE PO’S ARE NOT AVAILABLE TO COPY TO A 
REGULAR VOUCHER. 
 

3.)  A PO must be tied to the related PCard transaction PRIOR TO THE 
VOUCHER DOWNLOAD DATE (usually the 20th of each month).  
Otherwise, the encumbrance will not be relieved.  If you miss relating the PO to 
the PCard charge, contact finance@wesleyan.edu to request the PO to be 
cancelled. 
 

4.) When PCard vouchers are created at the end of the billing cycle, budget 
checking will relieve the encumbrance and create an expense just as if the PO 
had been copied to a voucher.   

 
Steps/Instructions Screen Capture 
 
1st STEP: 
When creating a  
PO, be sure to 
check the “Use 
Procurement 
Card” box.   
Otherwise, the PO 
cannot be tied to 
a PCard charge. 
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2nd STEP:   
Tying a PO to a 
PCard charge: 
 
Once payment is 
made and the 
charge hits WFS, 
navigate to 
Purchasing>Reco
ncile>Reconcile 
Statement. 

 

 
CLICK BOX ON 
FAR LEFT OF 
CHARGE (Green 
check will appear 
in box) 
 
Then click on 
Purchasing 
Details link 
 
*Important:  
This must be 
done prior to 
when PCard 
vouchers are 
created at the end 
of the billing cycle.      
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Click on the 
magnifying glass 
for PO ID  

 
 

 
Select PO.   
 
PO must be 
dispatched to be 
tied to a Pcard 
transaction.  
 
 
 
 
 
 
 
 
 

 
 



 4 

 
When the PO ID 
field populates, 
click OK 

 

Click SAVE 
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