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Quick Steps 
 
To edit and review transactions: 
 

• Logon to http://atlas.kwantlen.ca/FASTPORTAL 
• Enter your Kwantlen Oracle ID (Banner login) 
• Enter your Banner Password 
• Click on “Applications” and select “Purchasing 

Card”  
• Click on the link for your PCard account 
• Your transactions should be visible 
• Click on a transaction to edit 
• Check the transaction against the receipt 
• Click on the “pencil” icon to edit 
• Verify that the “Org” code, Account code, and 

Activity code are correct, and change if necessary. 
• Verify taxes are as per receipt and change if 

necessary 
• Add any appropriate comments 
• Click on the “disc” icon to save 
• Follow this process until all transactions have been 

reviewed. (All account codes should be changed 
from the 7122 default.) 

 
To print your monthly statement 
 

• Click on “Account Holders” and select “Print 
Monthly Statement”. (The statement will open as a 
pdf.) 

• Print the statement, attach all receipts, sign and 
send to your designated signatory for approval. 

• Once approved, the Statement must be forwarded 
to FINANCIAL SERVICES for processing. 



 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 

 

 

When can I view my statement? 
 
All transactions will be uploaded into FAST PCard on a daily 
basis. Charges or “Transactions” posted one day will be 
available for review and edit the very next day. It is 
recommended that you go into your purchasing card on a 
regular basis to review and edit your transactions. 
 
Access to review and edit your statement will be available 
until 4:00 P.M. on the 20th of the month for reconciliation. 
After that, the information is locked and only available to 
Financial Services for processing. 
 
Where do I access my statement? 
 
All reconciliations are done on-line through the FAST Portal. 
The website is: http://atlas.kwantlen.ca/FASTPORTAL 
 
You will need to enter your Kwantlen Oracle ID (Banner login) 
and your Banner password. 
 
For information regarding access to the FAST Portal please 
see the Financial Services Website. 
www.kwantlen.ca/finance/FAST.html 
or email Financial.Reporting@kwantlen.ca 
 
Why do I have to reconcile and review my statement 
on a regular basis? 
 
Reviewing and reconciling your statement on a regular basis is 
part of your responsibility as a holder of a Kwantlen 
Polytechnic University Purchasing Card. 
 
You need to review your statement regularly for any fraudulent 
or errant transactions and report these to the bank immediately 
using the 1-800 number on the back of your PCard. Fraudulent 
charges must be reported within 60 days of the transaction 
date for the bank to take any action. 
 
You are also required to make any coding changes to ensure 
the transactions are coded to the correct budget and account. 
 
 
 

How do I reconcile my statement? 
 
Once logged into FAST PCard, check your receipts against the 
transactions listed to ensure they are valid, correct, and that 
they match. 
 
Check the taxes shown on-line against those itemized on the 
receipts and make all changes necessary to ensure the taxes 
in FAST PCard represent the actual taxes charged. 
 
Review the default coding and make any changes to the 
org/acct/actv codes to ensure that the charges are applied to 
the appropriate budget.  (Please note that all purchasing card 
default account codes are set to account 7122, which is a 
purchasing card Suspense account.  All transactions will need 
to be moved from account 7122 and charged to an account 
that most closely represents the actual expense.) 
 
Any transactions made by Kwantlen, on behalf of someone 
other than the cardholder, will have to have the appropriate 
Activity Code assigned to that transaction.  This is required to 
report for the Financial Information Act. 
 
Once you have completed the reconciliation of your month’s 
transactions, print out the statement, attach all the receipts and 
forward to your designated signatory for approval. From there, 
the statement must be forwarded to Financial Services. 
 
Step-by-step instructions and information regarding the FAST 
PCard Process is located on the Financial Services website. 
www.kwantlen.ca/finance.html 
 
What if I miss the cut-off date to reconcile my 
statement on-line? 
 
If you missed reconciling your statement on-line, contact 
Financial Services as soon as possible to advise them of the 
correct coding. You will need to print your statement and 
manually adjust the coding on the statement before approval 
and submission to Financial Services. 
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