
US Bank Pcard Reallocations 

1. In order to reallocate Pcard transactions, sign into US Bank.

2. After signing in, navigate to the dashboard.

3. Click on the Transactions and Transaction List.



 
4. Click on “View Pending Transactions”. 

 
5. If you have access to multiple accounts to reallocate, you will see this screen. Put in the 

employee’s last name to pick the employee. If you only have access to your own, you 

will not see this screen. 



 
6. Click on a transaction and then click on “Reallocate”. 

 
7. Enter the coding for the transaction. Fund, Cost Center and Object are required fields. 

Any of the other fields are optional but may be required by the department. If you are 

unsure about the coding, click on the magnifying glass.  

 



 
 

8. If all transactions have the same coding, click on Mass Reallocate button. 

 
9. Select the “replace existing allocations” button, put in the percentage and the coding 

and click Save Allocations. 

 
10. This will bring up a screen that asks “Are You Sure?” and click, Yes, Save Allocations. 



 
11. Once the reallocations are completed, there will be an “A” next to the Purchase ID 

confirming those lines have been allocated. 

 
12. There is also an option to set up favorites for coding that is consistently used, like office 

supplies. 

a. When on a line to reallocate, there is a hyperlink to “Add as Favorite”. 

 

b. Click on the hyperlink, name the Favorite Name, change the name and click on 

save. 

 

c. When going to reallocate, there is now an option to “Change to:” with a 

dropdown menu to select the Favorites. Each cardholder can have 25. The 

favorites appear with a hashtag (#). 



 

 

13. For Dues and Memberships, please enter the information in the Description 1 field. 

Enter the name of group memberships or dues are for, last name or Dept it applies to 

and time period. 

a. For example, if it was a membership for one person for a year, the description 

would say “SELC, Smith/Rivera, annual”. 

b. If it was for a department, it would read “NACUBO, Accounting, annual”. 

 


