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FINANCIAL ADMINISTRATION

COMMUNITY TRAINING & soLuTions  HOW dO | ChECk apprOval StatUS?

Most common reasons why you’ll check approval status:
e You are a card holder who has submitted your reconciled transactions and you want to know if your one up
supervisor has approved them.
e You are an approver and you want a quick way to determine whether cards have been submitted or approved.

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

Last updated March 5, 2024.
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https://carleton.ca/secretariat/policies/

4,  Allthe cards you are responsible
for reconciling (i.e. eitheryour [
own or on behalf of someone S e e
else) orapproving(i.e.asan ; o
approve r) W|” be ||Sted : Source = Purchasing Card | Approval Status = All Statuses | Account Holder LIKE power
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¢ nothing: the statement A
has not been submitted
for approval
e the one up supervisor’s
name (e.g.
TRAVELLERONE): the
statementis pending one
up suppervisor’s approval
e ‘ACCOUNTSPAYABLE’:
the statementhas been
sentto Financial Services
Important Note: Thisinformation
isavailable until the
reconciliation deadlinefora
given monthly cycle.
What next?

e FACTS' FAST Pcard tools and support page.

e Questionsaboutthe system? Email procurementservices@carleton.ca.
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