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Step 1

To see why the PCard declined, log in to PNC ActivePay.

Step 2

On the PNC ActivePay homepage, find the Quick Links section, and click Recent Activity.

(2PNC 2 e -

Home Security Reports Cards Transactions Help

Hello, Ryan

Announcements Cardholder Quick Links
B Current  EPast carcls
*0089 (KACZMARSKI, RYAN) w

There are no announcements.

5000.00 USD 1 0

My Links Credit limic Transactions @ Unreviewed transactions @

Login Credentials

Show More R t
Your most frequently used links will appear about an epor S
hour after logging in for the first time

Transaction Report
Account Report
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Step 3

On the Recent Activity screen, find and click on the line of the PCard.

@PNC & RyanKacz@usi +

Home Security Reports Cards Transactions Help

Cards / Recent Activity

Recent Activity

B organization All v

Cards

Select a row to perform an action.

<[1]> 10 v

Card Number Employee ID Last Name = First Name Status Type Credit Limit Open Date Expires
*0089 000460541 KACZMARSKI RYAN ACTIVE Individual 5,000.00 USD 713172023 July 2026
*6825 000460541 KACZMARSKI RYAN ACTIVE Individual 1.00 USD 6/6/2019 June 2025
<[1]» 10 v
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Step 4

After clicking on the line with the PCard, find and click the Recent Authorizations button.

(S PNC

2 Rpnkea@u
Home Security Reports Cards Transactions Help
Cards / Recent Activity
Recent Activity
H organization All v
Cards
<l1|> 10 v
Card Number Employee ID Last Name = First Name Status Type Credit Limit Open Date Expires
*0089 000460541 KACZMARSKI RYAN ACTIVE Individual 5,000.00 USD 713112023 July 2026
*6825 000460541 KACZMARSKI RYAN ACTIVE Individual 1.00 USD 6/6/2019 June 2025
<l 1]|>» 10 v
Copyrigs 20052023, Powered
On the Recent Authorizations page, find the declined transaction.
S PNC —
Home ieruril‘y REpOI’IS Cards Transactions He‘p
Card Maintenance Cards Recent Authorizations
Recent Authorizations
Available Balance: 4,301.72 USD
10 Most Recent Authorizations for XXXX-XXXX-XXXX-0089
Select a row to perform an action
Format @ | Excel 2007 - Text Forr
Status Date ~ Amount Original Country Source Amount Source Currency izati mber Authorization Type
Approved 11/22/2023 10:53:29 AM THE INSTITUTES 698.28 United States 050698 Initial Request
Approved 11/1/2023 12:53:17 PM UNIVERSITY RISK MANAGEME 760.00 United States 095066 Initial Request
Declined 114142023 12:50:24 PM UNIVERSITY RISK MANAGEME 760.00 United States

Iniuial Request

PCard Decline Guide Page 2 of 3



—>)
UST
University of
Southern Indiana

PCard Decline Guide

Step 6

Click on the declined transaction and click the View Status Details button.

EPNC 3 mrscos

Home  Security  Repors  Cards  Transactions

Card Maintenance ~ Cards / Recent Authorizations

Recent Authorizations

Available Balance: 4,301.72 USD
10 Most Recent Authorizations for XXXX-XXXX-XXXX-0089

w gl SN e EUTRNEY.

Format @ | Excel 2007 - Text Format (.XLSX) v‘ Export

Status Date ~ Merchant Amount  Original Country Source Amount Source Currency A ization Number ization Type
Approved 11/22/2023 10:53:29 AM THE INSTITUTES 698.28 United States 050698 Initial Request
Approved 114172023 12:53:17 PM UNIVERSITY RISK MANAGEME 760.00 United States 095066 Initial Request
Declined 11/1/2023 12:50:24 PM UNIVERSITY RISK MANAGEME 760.00 United States Initial Request
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Step 7

In the Transaction Status Details pop-up window that appears, find, and review the Reason 1 section. Using
the code listed in the Reason 1 section, find that code using the chart on the PCard Declines tab for the
meaning and resolve.

Transaction Status Details

Date

11/1/2023 12:50:24 PN

Response Code

Declined

Reason 1

2124 - INVALID CW2/TVC2

Merchant Category Code or Description

8699 - Organizations, Membership-not elsewhere classified
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