
Disburse P-Card Charges 
 
 
In Banner go to form FAAINVT (Purchase Card Transaction Maintenance) 
 
Enter the Cardholder’s ID # 
 
Click on “Go” 
 
 

 
The cardholder V#, name and the card information will show in the top section (CARDHOLDER INFORMATION).  If you have one card it will show 
1 of 1 at the bottom of this section.  If you have more than one card it will show 1 of (the total number of cards).  You can change cards by 
pressing the arrow down on your keyboard. 
 
  



The next section is the VENDOR INFORMATION.  This section is like the CARDHOLDER INFORMATION section.  If you have one transaction it will 
show 1 of 1 at the bottom of the VENDOR INFORMATION section.  If you have more than one transaction it will show 1 of (the total number of 
transactions).  You can change transactions by pressing the arrow down on your keyboard.  
 
 

 
 
Press the Next Section button (arrow down located on the bottom left-hand corner on your screen) to get from the CARDHOLDER INFORMATION 
section to the VENDOR INFORMATION section. 



Confirm the vendor name and amount with what you have on your Procurement Card Log.  If it matches, press the Next Section button (arrow 
down located on the bottom left-hand corner on your screen).  This will take you to the DEFAULT ACCOUNTING DISTRIBUTION section. 
 
Press tab on your keyboard to go to the right hand box next to the “Commodity”.  Type in the commodity description.  This is required! 
 
Click on the Next Section button (arrow down located on the bottom left-hand corner on your screen).  This will take you to the DETAILS section.  
If the Index is correct just leave it, if not change it to the correct one.  Tab over to the Acct box.  This account number has to be changed.  You 
can not leave it as what the default is. 
 
If you want to split the charge between two or more indexes, you will need to change the dollar amount on the first accounting line to the 
correct amount.  Then press the arrow down on your keyboard.  This will give you an additional accounting line.  Press tab, then type in the next 
index.  Press tab until you get to Acct and then type in the account number.  Add another line if you have more indexes to add.  If not press the 
SAVE button that is located on the top right hand corner of your screen.  If you have additional transactions, you will need to continue with the 
instructions. 
 
If you only have one transaction, you will need to press the SAVE button that is located on the bottom right hand corner of your screen.  You can 
then click on the Start Over button that is located on the top right hand corner of your screen.  If you have additional transactions, you will need 
to continue with the instructions. 
 

  



 
 
Click on the Previous Section button (arrow up located on the bottom left-hand corner on your screen).  This will take you back to the VENDOR 
INFORMATION section. 
 
Press the arrow down button on your keyboard.  This will take you to the next transaction. 
 
 

 
 
You will then repeat the process that is on page 3. 
 
 
 


