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How to Lookup ProCard Payment History in Works, Emburse 
Enterprise, or Banner 

Option 1 Research using a Works report “Spend by Vendor” 

• Works Security is required, contact the ProCard Office email procard@ecu.edu regarding 
security and password resets. 

• Works will be in viewing mode. 

• “Spend by Vendor” Works report will display cardholder, dates, amount, and Purchase Order 
(if applicable). It does not include the FOAPAL. 

1. Login to Works 

• Login Name is PirateID. 

• Password is set by cardholder, contact ProCard Office email procard@ecu.edu for 
password resets. 

2. Click Reports. 
Click Template Library. 

 

mailto:procard@ecu.edu
https://payment2.works.com/works/session
mailto:procard@ecu.edu
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3. Go to Shared Reports and Search for “Vendor Spend by Vendor”.  

• Click on the template name.  

• Click modify/run. 

4. Under filters, update the vendor name and postdate range. 

5. Click Submit Report. 

6. Once the report is finished, a green check mark and a link will appear under completed reports. 
Click on the link under Output Type(s) to open the report. 
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Option 2 Research using a Emburse Enterprise report “Spend by 
Cardholder” 

• “Spend by Cardholder” Emburse Enterprise report will display cardholder transactions for a 
specific date range. This report will export to Excel and the data can be sorted and filtered 
as needed. 

1. Login to ECU Pirate Port,  Select Emburse Enterprise. 

2. Click the three-line menu icon  then, click “Inquiry”. 

https://pirateport.ecu.edu/connect/
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3. Click “Expense”. 
Click “My Firm Paid Items”. 

4. Update Transaction Date filter and click “Export”. 

5. All ProCard cardholder transactions during the selected time frame will populate. Click “Export” 
for Excel filtering options. 
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Option 3 Research using Banner 

• Banner Finance General Ledger Security is required. 

• The ProCard transactions can be searched by FOAPAL or by “PC” document. 

Search by FOAPAL 
Login to Banner 
Enter FGITRND in the search field, Click Enter. 

Enter the Fiscal Year, Fund, Organization and Click Go. 

 

Press F8 to execute (F8 is a function key located at the top of the keyboard). 

 

The data will populate. 

Account, Orgn, Program, Amount, Transaction Type, PC Document, Date (Emburse 
Enterprise Approval Date), Description (Vendor Banner ID, Purchase Date, Vendor 
Name), Fund, Activity. 

https://financialservices.ecu.edu/wp-content/pv-uploads/sites/86/2018/05/Instructions_Requesting_BFSF_for_General_Ledger.pdf
https://www.ecu.edu/banner/
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Search by “PC” document 
Login to Banner 
Enter FGIDOCR the search field 

 
The data will populate 

J60 Transaction Type, Description (Vendor Banner ID, Purchase Date, Vendor Name), 
Debit=expense/Credit=return, Amount, Document Reference, Fund, Orgn, Account, 
Program, Activity. 

PC Document and Transaction Date (EE Approval Date) are listed in the header 
information. 

Note: 
ProCard transactions are shown in the General Ledger in Banner with the following 
information. 
Document: Banner document (prefix PC) contains all ProCard transactions that posted 
to the Banner General Ledger from Emburse Enterprise on that day. 
Transaction Date: The date the transaction transferred from Emburse Enterprise and 
posted to the General Ledger in Banner should be the same date as the final approval 
in Emburse Enterprise. 
Description Format: Vendor Banner ID, Purchase Date, Vendor Name. 
Description example: B00569395_07/19/2022_PARROT CANVAS 

https://www.ecu.edu/banner/
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