PNC Active Pay
Purchasing Card Transaction Management

https://www.pncactivepay.com

Welcome to PNC Active Pay. Like PaymentNet, PNC will send you an email and a “statement” from PNC at the end of
each billing cycle prompting you to log on to review and allocate your transactions. The statement looks like a bill but IS

NOT A BILL. This is simply a list of your transactions made during the billing cycle.

Username and temporary passwords were emailed to you in two separate emails from PNC. The Organization ID is and
always will be “Muskingum”. You will be immediately prompted to change your password once you are logged in.
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https://www.pncactivepay.com

From the PNC home page you can view important messages from PNC and administrators, manage transactions, view
card statements, change account password information and cardholder information. In the Quick Links box is a list of
links that you will most commonly use and are fairly straight forward.

For allocating transactions click on “Manage Transactions” in the Quick Links box.
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The default setting under Transaction Search Criteria will always be the current billing cycle. Click “Search” to view all
current billing transactions. If you need to view transactions from past billing cycles just chose the appropriate date
range from the drop down menu and click “Search”.
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** PLEASE NOTE: If you make any changes to your transactions you must click SAVE at the end of the page or all
changes will be deleted and must be re-entered.



To allocate your transactions click on the magnifying glass in the “Fund/Department” box.
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To check off an individual transaction as “Reviewed” click on the square above the “Fund/Department” box.
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To check off ALL transactions at one time click on the [JRev box.
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Under the fund allocation area there is a box for transaction specific notes to be entered if needed. Click SAVE.

Transactions
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**IMPORTANT: You must click SAVE before leaving each screen you are working on or all changes will be deleted and

must be re-entered.



If you wish to view the merchant details click on the |

icon to the left of the transaction.
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To view billing details click on the # icon to the left of the transaction.
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If the transaction is incorrect or fraudulent you may dispute it. Click on the =
specific notes as to why the transaction is being disputed. Click “Dispute”.

icon to the left of the transaction. Enter
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To split a transaction click on the === icon on the top left of the transaction.
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Follow the previous directions for allocating transactions. Click SAVE.
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Congratulations! You have successfully allocated and reviewed your transactions! Should you have any questions
and/or concerns please feel free to contact Dee Hopkins at 8132.



