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.
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Charge Details Transaction Detail
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9. Toviewadditionaldetails,clickon the hyperlinkedAudit #.
PCARD Reporting

Card:
Tearszweiiam s

Mrmnagng Meada

— . e Rastinedlemi

Fed to Finance:

Original Currency Amount: 59
Qc Merchant Province:

A,
Approved

Status:
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