
 
  

 
This how-to sheet outlines the steps required for approvers to approve monthly Pcard reconciliations.   
 
Important! 

• Approval is required within 5 business days of receiving the notification of the pending approval. 
 

Related policy: 

• The Procurement Card Policy is listed alphabetically on the University Secretariat’s policy page.  

 
Last updated March 5, 2024. 

 

 

1. From the FAST Purchasing Card 
application landing page, you will 
see the complete list of Pcards 
that you must approve monthly. 
 
Click on the card listed under ‘List 
for My Approval’ that you wish to 
review & approve. 

 

2. Click on the red total in the 
‘Balance’ column. 
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3. Review the statement and 
supporting documentation in 
accordance with university 
policies. 
 
NOTE: Due to system limitations, 
Pcard holders are not able to 
attach itemized receipts to 
specific expense lines.  As a 
result, all documentation is 
grouped together. 
 
Click on any paperclip icon with a 
red asterisk to view all of the 
supporting documentation (e.g. 
itemized receipts) for a given 
statement.   
 

 

4. At the bottom of the page, click 
on the grey ‘Submit for Approval’ 
button. 
  

5. Click the radio button beside 
‘Approve’. 
 
Click the grey ‘Submit’ button to 
approve. 

 

What next?   

• FACTS’ FAST Pcard tools and support page. 

• Questions about the system?  Email procurementservices@carleton.ca. 

https://carleton.ca/facts/fast-tools-support-training/pcard/

