
P-Card Log 
 

 

In Banner go to form FWRPLOG (PCard Departmental Log Report) 
 

Click on “Go” 
 

 

  



Enter the printer name or click on the … to be able to search for your printer. 

 

 

 

 

 

 

 

 



Press the Next Section button (arrow down located on the bottom left-hand corner on your screen) to get from the PRINTER CONTROL section to the 
PARAMETER VALUES section. 

 

Confirm the last 6 numbers of your P-Card.  If it is wrong, press tab once to the Values box and type in the correct numbers.   

 

Press the arrow down key on your keyboard and change the From Date to the day after your last statement date.  The date has to be in a MM/DD/YYYY format.   

 

Press the arrow down key on your keyboard and change the To Date to the statement date.  The date has to be in a MM/DD/YYYY format.   

 



Press the Next Section button (arrow down located on the bottom left-hand corner on your screen) to get from the PARAMETER VALUES section to the 
SUBMISSION section. 

 

Click on the Save Parameter Set as box. 

 

Then click on the SAVE button that is located on the bottom right had corner of your screen. 

 

 

 

 

 

 

 

 

 

 

 

 



Your log will look something like the picture below.  The line items will depend on what you purchased. 

 

 



You will need the P-Log that you just printed, your statement and all of our receipts for the P-Log time frame. 

You will need to number the items in order on your P-Log.  Please use red ink. 

 



You will also need to number the items on your Statement so the numbers match how they are numbered on the P-Log.  Please use red ink. 



Now you will need to number the receipts.  Please use red ink.  They need to be in the same order as the P-Log.  If you have an order where you have more than 
one item to make up a total.  Please do it like the example of 2 (2a & 2b) on the Amazon order. 









You will then need to print your name, sign your name and put the date on the Card Custodian line.  You will then make a packet of everything in the following 
order. 

1. P-Card Log
2. Statement
3. Receipts

You will then give the packet to your Budget Authority.  They will then look everything over and then fill out the Budget Authority line and then send it to the   
Accounting and Purchasing Agent in the Accounting and Business Services Office. 




