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Procedure 

1.  Once you login, click the “waffle” on the top right menu ribbon and then the “Tumbling T’s” 

 

2. Open the Purchase Card Statements Program  

 Financials ► Accounts Payable ► Invoice Processing ► Purchase Cards ► Purchase Card 
Statements 

3. Click Search and enter the ‘Name on Card’ and Accept .   
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4. Click “Transactions” button on the menu ribbon.  This will open the Transactions window.   

 

 

TIP:  In addition to clicking the “Transactions” button on the menu ribbon, you can also double click 
individual transactions on the bottom half of the screen.   
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5. Click “Update”.  This is where you will make changes to the following fields 

a. Charge Description – This is what you currently specify on your Monthly Transaction 
Log under “Description of Expense”.  

b. Account – This is what you currently specify on your Monthly Transaction Log for the 
“Account Number”.   

i. This can be split either by % or $ amount.   

 

 

 

 

 

 

 

 

 

 



Visalia Unified School District 
MUNIS End User Training Manual 

P-Card Statement Processing 
Updated:  05/29/2019 

 
 

5 

 

This example is for a flat amount.   
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This example reflects a % split.   
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This example reflects a split by $ amount.  When you use this option, the Percent column is 
automatically calculated.   
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Once you have made the necessary changes, click “Accept” .   
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6. Once you have finished making changes, you will then click “Attach” on the menu ribbon.  This 
is where you will attach all necessary back-up to the individual transaction charge.  A new 
window will pop-up and you will select and double click “Purchase Card Transaction.”    

 
 

 

 



Visalia Unified School District 
MUNIS End User Training Manual 

P-Card Statement Processing 
Updated:  05/29/2019 

 
 

10 

7. Click “+”, (create new document)  
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8. Click “ ” (import attachment), then “Choose File” to locate where you have saved the file you 
need to attach to this charge for back-up.  
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9. Once you have attached the file, verify the file is attached and click “Import” 
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10. Click “ ” (save) and then “X” (close) 
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This takes you back to the Transactions window.  Click “Back”.  Repeat steps 1- 9 for the 
remainder of transactions.   
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TIP:  You should see a paper clip next to the transaction you have attached back-up 
documents to.   
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11.  Once you have finished processing all transactions, please verify there are paper clips next to 
each transaction.  This means you have attached the required back-up documentation.  If you 
see a transaction that does not have a paper clip, then please return to that transaction and 
upload the necessary documentation.  If you submit incomplete information, it will be returned 
to you which will cause delays in payment and processing.   
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12. Once you have completed the process for all transactions, click “Release” on the menu ribbon.  
This releases the statement to workflow and gets the necessary approvals.  This completes the 
process.  You can then click “Back” and it will take you back to the main screen.   
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13.  To check the status of approval, click “Approvers” on the bottom right corner.  This will show 
the steps in the approval process.   
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Pending Approval  
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Completed Approval.   

 

 

 

 

 

 

 

 

 

 

 


