
STATE PROCUREMENT CARD WEB RECONCILIATION INSTRUCTIONS 

 
Step Purpose Action Screenshots 
1 Log on to the 

SUNY Portal Using Firefox or Chrome, begin at www.suny.edu.  

• Click on system.suny.edu at the bottom middle of the page.  

• Scroll down the page and click on SUNY Portal under Employee 

Resources.  

• If prompted, log in with UBITName and password.  

• If prompted, select Buffalo Univ.  

 

*We recommend using Firefox or Chrome as your Internet browser 

  

 
 

 

 
 

2 Access the 
Procurement 
Card Section 

• Click on Finance & Management System under Business Systems 

Applications.  

• Hover over Finance at the top.  

• Click on Procurement Card - Cardholder Statement.  

• If prompted, enter your 16-digit credit card number and click the 

Confirm button.  
 



 

3 Configure 
your Access 
(may not be 
applicable) 

If prompted, configure your access:  

To configure, you will need your SUNY ID #*** and your SCSO ID: ***  

• Verify the Login information is correct. It should display your 

SUNY ID and your SCSO ID. Click Change to make any corrections 

to match the SUNY ID and SCSO ID listed above. Log in to your 

Employee Profile to locate your SUNY ID or contact PCard staff. 

(Need to hyperlink) 

            

4 Review 
Transactions • Hover over Finance and select Cardholder Statement.  

• From the statement cycle dropdown, select the oldest statement 

(Not Certified).  

• The system requires working from the oldest Not Certified 

Statement to the newest Not Certified Statement.  

• Review your transactions for accuracy and to determine if any 

need to be reallocated to a different account number.  

 

 

http://www.buffalo.edu/administrative-services/for-faculty-staff/my-employment-information.html


5 Reallocate 
(change 
accounts) 
(Skip to 
Certify if not 
changing 
accounts)  

• Under the Actions column, depress the Edit button to change an 

account.  

• Click Edit Funding. Highlight the account Information and delete. 

Key in the desired account number.  

• Click Save  Return and Save 

• If splitting the transaction between two or more accounts, click 

Edit and Edit Funding. Enter the first account number and click 

Save/Add Next Account. Click OK. Enter the next account(s). 

When finished, click Save Return and  Save.  

 

 

 
 

 

6 Certify 
• When finished reviewing and reallocating  your transactions, click 

the Certify button at the bottom of the page. Enter any desired 

comments and click Certify.  

• Click the Cert Print button to print the certification screen. It may 

be necessary to allow pop ups for the screen to appear. Print the 

screen.  

 



 

• When you and your supervisor have both signed the Certification 

record, file it with your other PCard records. 

• Click Sign Off in the upper right corner of your screen when 

finished.  

 

 

 

 

Need advice? 
Our Procurement Card Experts are here to help. 

Valerie Dennis vlb5@buffalo.edu 645-2604  or ubs-statepcard@buffalo.edu or  www.buffalo.edu/pcard 

mailto:vlb5@buffalo.edu
mailto:ubs-statepcard@buffalo.edu

