
 

Login to the MyPack Portal. 

 

Click on the Faculty and Staff tab. 



 

Click on the NCSU Card Center. 

 

This brings you to your page, as the cardholder.  You have the ability to view the PCard Home Page, the 

Billing Cycle Calendar, your transactions, your monthly account statement, your card summary and 

request history.  You can also request changes to your card, request replacements or inactivation. 



 

²ƘŜƴ ȅƻǳ ŎƭƛŎƪ ά±ƛŜǿ ¢ǊŀƴǎŀŎǘƛƻƴǎέ ƛǘ ǿƛƭƭ ōǊƛƴƎ ȅƻǳ ǘƻ ǘƘƛǎ ǇŀƎŜΦ  ¢ƻ ǎŜŜ ȅƻǳǊ ǘǊŀƴǎŀŎǘƛƻƴǎΣ ǎimply click 

on the words VIEW TRANS, highlighted in yellow on the far right side of the page.  You can see 

transactions in this system from December 2006 forward, for active cards only. 

 

When you click VIEW TRANS, it will give you a page like this.  The transaction date, posted date and 

transaction number (that you add to the receipt) will be listed.  You can also click on a vendorΩǎ ƴŀƳŜ ƛƴ 

the Merhcant Information column to get their phone number, as shown below. 



 

When you click on the vendor name, if the phone number was provided to VISA, the Financial System 

will capture it and report it here for your convenience.  This can be used to contact the merchant 

regarding discrepancies and/or missing/misplaced receipts.  Click Return to get back to the VIEW TRANS 

page. 

 

Some vendors also send itemized detail as to what was purchased.  Most vendors do not, as this is very 

costly to the vendor, but if the vendor participates in level three detail, we capture it with the details 

icon.  For example, if you click on the details icon for Delta Air . . . 



 

We can see who the airline ticket was purchased for, the dates and locations for departure and arrivals.  

hǘƘŜǊ ǾŜƴŘƻǊǎΣ ǎǳŎƘ ŀǎ [ƻǿŜΩǎ ŀƴŘ ¢ŀǊƎŜǘΣ ŀƴŘ ŀƭƭ aŀǊƪŜǘtƭŀŎŜ ǾŜƴŘƻǊǎ ǎŜƴŘ ǘƘƛǎ ǘȅǇŜ ƻŦ ŘŜǘŀƛƭΦ  You will 

ŀƭǎƻ ƴƻǘƛŎŜΣ ǘƘŜǊŜ ƛǎ ŀ άŘŜǎŎǊƛǇǘƛƻƴ рέ ŦƛŜƭŘ ǿƘƛŎƘ ǎƻƳŜǘƛƳŜǎ Ŏƻƴǘŀƛƴǎ ŀƴ ƻǊŘŜǊ ƴǳƳōŜǊ ŦƻǊ ǘƘŜ ǾŜƴŘƻǊΦ 

This is particularly helpful in obtaining duplicate receipts.  Click Cancel to go back to the transaction 

listing page. 

 

Click cancel to get back to the VIEW TRANS page. 



 

Click Go to the NCSU Card Center to get back to the main page. 

 

You can also view your statements by clicking on statements. 



 

The printer icon on the left hand side of the screen tells you that the monthly account statement is 

available for printing.  As you can see, January is available, but because February is in progress, it is not 

yet available.  The billing cycle calendar contains the published dates.  Click on the printer icon to see 

the statement. 

 

It will open a PDF file of the statement and you can click on File > Print to print the statement.  Close out 

the PDF to return to the statement page. 



 

In the far right column is an image hyperlink that will open up a PDF of the credit card statement and 

receipts submitted to Purchasing.  The statement data is available beginning with December of 2006 for 

active credit cards and statement images begin in March 2007 for active cards.  Here is a sample of the 

image: 

 

You can see this file has 41 pages, so it has all of the receipts.  You can return to the statement page by 

closing out the PDF file. 



 

Click Go to NCSU Card Center to get back to the card center. 

 

You can also click on Card Summary to get an informational view of what spend limits are on your credit 

card, the spend types, the default project ID and your reconcilers. 



 

To get back to the main page, you would click on Go to NCSU Card Center at the bottom of this page. 

 

Clicking on the Request History will provide a listing of the requests that have been made for this card, 

whether new or modified requests.  These requests are only from January 26, 2010 forward, so this link 

is not available for this cardholder.  You can also click on Request Changes to card to make a change to 

the card setup. 



 

A sample of this request page. 

 

You can click on CURRENT LIMITS to see the current limits on the card. 



 

Once you get to the bottom of the page, you can submit your request or save your changes for later.  

Once submitted, the request routes to your college for approval and then to the PCard Administrative 

Office.  Once the action is complete, you will be notified by the Program Administrator that the change 

is in place.  You can also click Go to NCSU Card Center to avoid entering a request. 

 

You can also click on Request a Replacement Card.   


