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Outstanding Active Cards 
 

Access: Reporting > reportQ > Quick Reports > Virtual Card > Outstanding Active Cards    

Description: View details of all issued virtual cards that have been unclaimed by your vendors, including 

payment information, issue and expiration date, vendor name and code, and variance between dollar 

amount issued versus used.    

Specifications: This type of report is for only Virtual Card customers. 

Additional Details: Available in Excel only. See the sample image on the next page.  
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Unused Virtual Card Report 
 

Access: Reporting > reportQ > Quick Reports > Virtual Report > Unused Virtual Card Report   

Description: View details of unused virtual card details, including amount set up on the card.   

Specifications: This type of report is for only Virtual Card customers. 

Additional Details: Available in Excel only. See the sample image on the next page.  
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Virtual Card AP Encashment 
 

Access: Reporting > reportQ > Quick Reports > Virtual Card > Virtual Card AP Encashment   

Description: View details of all virtual payment transactions, including payment information, vendor 

invoice number or PO number, general ledger codes (when applicable), and variance between dollar 

amount issued versus dollar amount used.   

Specifications: This type of report is for only Virtual Card customers. 

Additional Details: Available in Excel only. See the sample images on the next page.  
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Virtual Card Listing 
 

Access: Reporting > reportQ > Quick Reports > Virtual Card > Virtual Card Listing   

Description: View details of all your account’s issued virtual cards, including payment information, 

vendor invoice number or PO number, general ledger codes (when applicable), and issue and expiration 

date.   

Specifications: This type of report is for only Virtual Card customers. 

Additional Details: Available in Excel only. See the sample images on the next page.  
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VMC Reconciliation Report by Period 
 

Access: Reporting > reportQ > Quick Reports > Virtual Card > VMC Reconciliation Report by Period   

Description: View details of all virtual payments transactions by period, including payment information, 

issue and expiration date, vendor name and code, and variance between dollar amount issued versus 

dollar amount used. Use this report to reconcile accounts or find missing transactions.    

Specifications: This type of report is for only Virtual Card customers. 

Additional Details: Available in Excel only. See the sample image on the next page.  
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