
Pcard Reconciliation w/’Amount Due Employee’ 

Pcard charges showing up as ‘Pay Me’ 

If there is ever an ‘Amount Due Employee’ (this amount should always be 0 on a Pcard Report) on a 

pcard report, there are ‘Pay Me’ columns in the Pcard Reconciliation that need to be addressed: 

 

 
When there is a dollar amount in the “Pay Me” column, but the expenses are Pcard purchases, the ‘Pay 

Me’ line items will need to be deleted. 

Below is an example of a Pcard Reconciliation with several “Pay Me” dollar amounts that need to be 

deleted. 

 

 

If this mistake is not caught, the report will be returned for updates. If the report is returned, it will be 

available under ‘Returned’. From here the report can be edited, and all lines that show ‘Pay Me’ can be 

deleted. 



 

1. To edit the report from ‘Returned’, click on ‘Returned’ and then select the desired report: 

 

 

2. Select the desired report and select ‘Open’: 

 

3. Once the report is open, select the line item that shows ‘Pay Me’ and then select ‘Delete’:  

 

Complete the above step for all line items that say ‘Pay Me’. Once completed resubmit the report. 

 


