[bookmark: _GoBack]FAICARD – FAST FIS

Purpose & Use: To verify distributions have been completed and view the history of all purchases made on a specific P-card. 

Type FAICARD in the Search box, press [Enter].

The Purchase Card 

The Purchase Card Query screen will appear, enter a % and the last four digits of your Pcard in the Card Account Number box:
[image: ]Enter % and last 4 digits of Pcard number here.


Click [Go] or press [Enter].
The card information will appear with card details. Click the down arrow.  [image: ]

Transaction Details: 

All transaction purchase history of the card will appear. 
[image: ]

Invoice Document Number: If a Z number appears, the transaction for the line has been distributed and reflects in your budget. If a Z number is absent, the transaction has not been distributed or pending distribution (distributions made during the day will feed into banner at 4:30 P.M.). 
Invoice Date: is the purchase date. 
Feed: The F denotes fed and N unfed transactions in the Feed Column.
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™ TRANSACTION DETAILS

Transaction 3018861

Displayed

Invoice Document Number Invoice Date Vendor Name Original Transaction Amount  Feed *
011082019 YourMembership.com Inc 32500 F
20023706 0912612018 Eagle Newspapers Inc 197.00 F
2002375 112912018 Intemet Employment Linkage In 1500 F
20023674 120052018 CRAIGSLISTORG 2000 F
20023673 120052018 CRAIGSLISTORG 2000 F
2002372 120052018 INSIDE HIGHER ED 34900 F
0023662 121772018 Western Assn Stud Fin Aid Admi 7500 F
20023651 1202012018 PAYPAL "STORI JOBS 12500 F
20023650 12182018 INSIDE HIGHER ED 34900 F
20023659 12182018 WWW ACADEMICJOBSTODA 37500 F
20023658 1202012018 The Chronicle of Higher Educat 39500 F
20023657 12182018 The Chronicle of Higher Educat 59500 F
0023652 121772018 YourMembership.com Inc 27500 F
20023651 121772018 The Chronicle of Higher Educat 39500 F
20023649 122172018 CRAIGSLISTORG 2000 F
20023648 122172018 Modern Language Association of 59500 F
20023268 11202018 The Chronicle of Higher Educat 39500 F
20023234 11202018 ‘OFFICE DEPOT #1078 15283 F
20023233 11202018 Tce 1000 F
0023232 11202018 Tce 1500 F
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