
 
 
How to upload a contract number to PCARD/ECARD Transactions 
Step-by-Step Guide   
 
 
 
➢ SOARFIN website: https://soarfin.usm.edu 
➢ Log in with your w+emplid and Campus ID password. 

 
 

 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 

https://soarfin.usm.edu/


 
 
 
➢ Main Menu> Purchasing> Procurement Cards> Reconcile > Reconcile 

Statement. 
➢ Enter Employee ID. 
➢ Search. 

 

 
 
 
 
 
 
 
 
 
 
 



 
 
 
 
 
➢ Select transaction to be worked. 
➢ Select distribution (circled in red below). 

 
 

 
 

➢ Select contracts tab circled below in red. 
 

 
 
 
 
 
 
 
 
 
 



 
 
 
 
 
 
➢ Select the contracts tab below where the red check mark is. 

 

 
 
 
➢ Upload contract payment form and/or enter contract#. 
➢ Select OK. 

 

 
 



 
 
 
 
 
 
➢ Select OK where the red check mark is. 

 
 

 
 
➢ Validate the budget where the red check mark is. 

 
 

 
 
 
 
 
 
 



 
 
 
 
 
 
 
➢ Send to workflow. 
➢ Save. 

 

 


