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P-CARD USER MANUAL

Elements of the Approver Grid

The Approver grid is comprised or rows of transactions with fiscal code fields. Column
headers describe the fiscal code fields, and you can use the scroll bar below the grid to
view all of the fields.

If there are 20 or more rows of transactions or split transactions to approve, the grid will
be displayed in ‘pages’. You can change the number of transactions displayed per page in
the Page Size field. The pages are denoted by the month/day date at the bottom of the
grid. Page dates with an asterisk indicate that there are verified transactions on the page.

e  Appr column - Click the plus sign next to a transaction to view the approval audit
trail. If a transaction has not been approved, the plus sign will be greyed out.

e Spliticon — The split icon splits transactions into multiple line items for different
coding options. See the Splitting Transactions section below.

e Approver check boxes - Check a check box to mark the transaction as approved.
Select it again to clear the check box. These will be labeled with whatever names
your P-Card administrator has assigned them. Select the check box at the top of the
column to select all transactions on the page.

e Posted Pending — this check box indicates that your P-Card administrator has
flagged the transaction as posted pended to send to STARS at the end of the day.
These still need to be approved. The final approval will automatically create
adjustments transactions if needed.

e Attachments — If the transmittal has any scanned receipts or documents attached,
they will be display here. To view a scanned attachment, click View.

e Undo Changes — Cancels any data entry so you can start over.

e Save Changes - Saves all changes, but does not complete the process by assigning
a Transmittal Number or printing a Transmittal Report.

e Reprint Transmittal - Allows the approver to reprint the transmittal reflecting any
changes made since the cardholder submitted the transactions.
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