
 

University of Massachusetts 
Amherst * Boston * Dartmouth * Lowell * President’s Office * Worcester  

 

C:\Documents and Settings\rflynn\Desktop\Procard Reallocation\Query Procard Info.doc 1

Query Procard Information 
 

 
This job aid describes the procedure for running queries related to Procard information. 

Step 1. Log into the Finance Application with your FIN Username and Password. 

 
Navigate to the following path: 
 

Reporting Tools   Query   Query Viewer 
 

OR 
 

Report Center  Finance ( or Grants)  Query Viewer 

 The Query Viewer page opens. 
 

 
 

Step 2. Enter the query name information in the begins with field. 
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Step 3. Click . 
 
The Query Viewer page displays the search results. 
 

 
 

 
In the Production database, three Procard public queries will be available for use.  These 
three Procard public queries are listed below, along with their descriptions: 

♦ PO_PCD_POSTED_BY_DEPTID – displays transactions that have posted to 
the GL that are no longer open for reallocation by department ID number, date 
range 

♦ PO_PCD_OPEN_BY_DEPTID – displays Procard transactions in open status 
(available for reallocation and/or approval) by department ID number, date 
range 

♦ PO_PCD_TRANS_BY_EMPLID – displays Procard transactions by employee 
ID number, date range 

Step 4.  Click the Excel link or the HTML link on the row corresponding to the appropriate query.  
 
A new window opens. 
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Step 5. 
Enter the criteria information for the query and click . 
  

 
The Bank Code for Dartmouth is DMC. 

 A message box displays. 
 

 

Step 6. 
Click  to open the file for viewing, or click  to save it to your 
computer. 
 
An Excel or HTML document opens and displays the query results. 
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