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I. INQUIRY OF CARDHOLDER 
 

1) Log into FIMS/STARS by entering your User ID, 586pcr as P.A.S. No. for MU 
cards and 044pcr as P.A.S. No. For MCTC cards, and your Password in the screen 
shown below.  Place your cursor on any part of the screen above User ID, press 
tab, and you will be taken to the point where your User ID needs to be entered.  
Pressing tab after entering your ID will take you to the space for your P.A.S. No., 
and pressing tab again will take you to the space to enter your password.  When 
these three items have been entered, press enter. 

 
 
2) You will next be taken to the screen shown below.  You will need to enter an “S” 

on the line next to WVFIMS and press enter. 
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3) You will then be taken to the screen for FIMS news, shown below.  Typing “X” 
next to option, and pressing enter will take you to the main FIMS screen. 

 

 
 

4) On the FIMS main menu (Form WVFA0000) shown below, select “Purchase 
Card System” by typing its number identification next to selection and pressing 
enter.  Depending on your status in WVFIMs, you will probably have fewer 
options than shown below, and the identification number of the Purchase Card 
System can vary. 
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5) On the purchase card screen (Form WVFA0000) you will need to choose “Inquire 
Cardholder”.  Again, depending on your use of WVFIMS, you will probably have 
fewer options than shown below, and the number identification of each option 
may vary. 

 

 
 
6) On Form WVPC100T enter either the credit card number or cardholder name and 

press enter to locate the cardholder.   
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7) On Form WVPC100Y enter S on the line next to the cardholder you are wishing 
to inquire about. 

 

 
 
8) Form WVPC100U will display information related to whether card is active, 

contact information for the cardholder, card issue date, and card expiration date.  
Entering F9 from this form will display the default funding information for this 
cardholder. 
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II. INQUIRY OF CARDHOLDER DAILY ACTIVITY 
 
1) Log into FIMS/STARS by entering your User ID, 586pcr as P.A.S. No. for MU 

cards and 044pcr as P.A.S. No. For MCTC cards, and Password in the screen 
shown below.  Place your cursor on any part of the screen above User ID, press 
tab, and you will be taken to the point where your User ID needs to be entered.  
Pressing tab after entering your ID will take you to the space for your PAS No., 
and pressing tab again will take you to the space to enter your password.  When 
these three items have been entered, press enter. 

 
 
2) You will next be taken to the screen shown below.  You will need to enter an “S” 

on the line next to WVFIMS and press enter. 
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3) You will then be taken to the screen for FIMS news, shown below.  Typing “X” 
next to option, and pressing enter will take you to the main FIMS screen. 

 
 

4) On the FIMS main menu (Form WVFA0000) shown below, select “Purchase 
Card System” by typing its number identification next to selection and pressing 
enter.  Depending on your status in WVFIMs, you will probably have fewer 
options than shown below, and the identification number of the Purchase card 
system can vary. 
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5) On the purchase card screen (Form WVFA0000) you will need to choose “P-Card 
Transaction Inq” or “Inquire P-Card Trans”, depending on which option is shown 
on your menu.  Again, depending on your use of WVFIMS, you will probably 
have fewer options than shown below, and the number identification of each 
option may vary. 

 

 
 
6) Next, locate the transaction you are wishing to view on the following forms by 

entering either the credit card number or cardholder last and first name and 
pressing enter: 

 

 

Credit Card # 
Entered Here 

Cardholder Name 
Entered Here 
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7) Enter “S” on the line next to vendor name and press enter to select the purchase 
whose detailed information you wish to view. 

 

 
 

8) A general description of the transaction should appear. 
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9) Press F9 to enter form WVPC101D.  This will display all funding information for 
the selected purchase. 

 
 

10) Press F10 to go into the item split form WVPC100D.  This form displays each of 
the individual items purchased, and information about these items. 

 
  
11) Once a transaction has been reconciled, it can only be viewed in the “p-card trans 

inquiry” screen. 
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