fac t@ FAST Pcard How-To Sheets

FINANCIAL ADMINISTRATION

COMMUNITY TRAINING & SOLUTIONS ApprOVing Pcard RECOnCiIiation

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

Important!
e Approval is required within 5 business days of receiving the notification of the pending approval.

Related policy:
e The Procurement Card Policyis listed alphabetically on the University Secretariat’s policy page.

Last updated March 5, 2024.
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3. Reviewthe statementand
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NOTE: Due to system limitations,
Pcard holders are notable to
attach itemized receiptsto
specificexpenselines. Asa
result, alldocumentationis
groupedtogether.

Click on any paperclipiconwith a
red asterisk to view all of the
supporting documentation (e.g.
itemized receipts) foragiven
statement.
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What next?
e FACTS FAST Pcard tools and support page.
e Questionsaboutthe system? Email procurementservices@carleton.ca.
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