
How��to��use��the��PCard��Reporting��menu��option��in��MOPS��

Prepared��by��Finance��Infrastructure��and��Transaction��Services,��Financial��Services����
� � � �Page��1��of��2��
Need��HELP?��Contact��the��Central��PCard��Administration��Team:��pcardadministration@mcgill.ca��| ��514�r398�r1518�� January��2018��

��

��
��

1. Log��in��to��Minerva��(http://www.mcgill.ca/minerva)����
2. Go��to��the��Finance��(Fund)��Administration��Menu����
3. Select��the��PCard��–��MOPS��Menu����
4. Select��the��PCard��Reporting��menu��option��
5. Select/enter��the��criteria��to��define��your��search.��Merchant��name��and��Report��title��are��optional��fields.��
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TIP��–��Cardholder��field:��
Leave��as��“All” ��to��view��transactions��for��all��PCards��you��have��access��to,��otherwise,��select��a��
Cardholder��name��from��the��drop�� ��were��reconciled��by��a��Cardholder��or��PCard��

Administrator��AND��to��view��transactions��which��were��auto�rreconciled.����
�x Transactions��with��a��detail��status��of��auto�rreconciled��were��not��reconciled��on��time��–��they��

were��assigned��the��default��FOAPAL��and��sent��for��approval.��
Approved����

�x Select��this��option��to��view��transactions��which��were��approved��by��a��Fund��Financial��
Manager/Principal��Investigator��or��their��Delegate��AND��to��view��transactions��which��were��
auto�rapproved.����

�x Transactions��with��a��detail��status��of��auto�rapproved��were��not��approved��on��time��–��they��
were��posted��to��the��default��FOAPAL.��

��
6. Optional��–��Select��the��columns��to��display��and��in��what��order��for��Transactions,��FOAPALs,��and��Line��Items.��
7. Click��on��Submit����

OR��
Click��on��Reset��to��reset��the��search��criteria��and��field��selections.��
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8. Transactions��and��fields��that��match��the��entered��search��criteria��will��be��displayed.
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9. To��view��additional��details,��click��on��the��hyperlinked��Audit��#.��
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