FAST Pcard How-To Sheets
fa Ct Someone reconciles my transactions

communiTy TrRaiNiNG &soLuTions — TOr me. How do | send the reconciled
transactions to my one up supervisor?

Some cardholders have someone who reconciles their Pcard transactions on their behalf. This how-to sheetoutlines
the steps required for those cardholders to send reconciled transactions to their one up supervisor.

The steps involved:
e You've received an email from the person who reconciled your transactions prompting you to send the
reconciled transactions to your one up supervisor (step 1)
e Loginto the FAST Pcard application (step 1)
e Verifythe transactions to ensure that they are yours (i.e. not fraudulent) (step 3)
e Send to your one up supervisor (step 5)

Important:

e The deadline for monthly reconciliation is usually the second business day of the following month (e.g.
reconcile January’s pcard statement by February 2").

e Each month cardholders receive a ‘Procurement Card Month End’ reminder email with the reconciliati on
deadline.

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

Last updated March 5, 2024.

1.  You havereceived an email from the person whoreconciled your transactions requesting that you send the
reconciled transactions to yourone up supervisor.

Log into the FAST Pcard application.
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3.  Verifythatthe listed transactions
are legitimate business expenses
authorized by you (i.e. not
fraudulent).
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4.  Onceyou have verified the
transactions, click the grey
‘Submit for Approval’ buttonin
the bottom left hand corner.
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5a. Findyour one up supervisor

Click on the magnifying glass
icon.
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5b. Find your one up supervisor

In the window thatopens, click
on the grey ‘Search’ button.
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5c.  Find your one up supervisor

@ Retum to Report +
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Click on the name of your one up
supervisor.
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6.  Clickon the grey ‘Submit’ button ey
to send the reconcilled Pcard e
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supervisor.
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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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