Howto usethe PCardReportingmenuoption in MOPS

Login to Minerva(http://www.mcqill.ca/minervg

Goto the Finance(Fund)Administration Menu

Selecthe PCard- MOPSMenu

Selecthe PCardReportingmenuoption

Select/enterthe criteriato defineyour search MerchantnameandReporttitle are optionalfields.
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TIP-Cardholderfield:
Leaveas“All” to viewtransactiondor all PCardyou haveaccesgo, otherwise,selecta

Cardholdemamefrom the drop down list.
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Howto usethe PCardReportingmenu option in MOPS
8. Transactiongndfieldsthat matchthe enteredsearchcriteriawill be displayed.

I 1
Charge Details Transaction Detail
S Raeto ol st OEE Doy A el MzEs e B SO T opmpaeenn BES DAY B rehBen
T s T e [ [ —————————— It = i T aosmEe AR
C e - an arm o e . — . Arcnce
I . L I
=it L . " sz - = ' " " ] .
- TOnon 3 30 T Ed Arcprosind_ - _Th o Aim 2 e AIINAONNTN O0E Ag  TeQ 47, 70 44
i R ZOOORY . TOR D20 AL TR B Lrrrgysd o The (amanter Medic e ol JNIOATIAMAONISE  POC24. 72002
—— AL T DN e L Ry | v X . : T P T 7'_',';_' -, S
T PRI T e T e T B TR e (T ETRE AR 6 W o I SO DR AT Y T SR T TR SR e R B S T et T i
e = P B e = e, | I-.__-I-.—,...——..I.. ANATOAAADNOONCD - nn -L.AD Ao -CA e | - s ~IOO040 .E_"‘).

9. Toviewadditionaldetails,clickon the hyperlinkedAudit #.
PCARD Reporting

Card:
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Original Currency Amount: 59

Qc Merchant Province:
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