FRONTLINE PROCEDURES

Pasadena ISD

ENTRY POINT:
Approve Credit
Card Import

DATE DEVELOPED: 11/11/2021 REVISED DATE:

SUBJECT: Travel Card Approval

Approve Credit Card Import

On the dashboard click on the Workflow Approvers tab

Dashboard

My Entry Points || Workflow Approvers | [3

Approvals Menu

= credit card Transaction Import (1)

= Travel Request
Traveler * Activity/Purpose * Event * Event City * Request

Number D Date Date Date Amount

0 Records ¥

State * Created Departure Return Total Requestor * Details

Click on Credit Card Transaction Import

Dashboard

My Entry Points | Workflow Approvers [

Approvals Menu

Approve Jo
A

= credit Card Transaction Import (1)

Approve E e Advance/Reimbursement Requests
bursement Requests

ee Reimbursement Requests

Budget Request History Searct

Expense Report Approval

= Travel Request ecords
Traveler * Activity/Purpose * Event ~ Event City © Request State

Created Departure Return Total Requestor * Details
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You will see Approve Credit Card Import screen

Approve Credit Card IMpOr! ee—

Credit Card Transaction Approval  History

Svzilable Statement Months: Al
Card Holder: Al
Approve As: Davis, Maritza Z (7036)

= Transactions to Approve

T e
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To view the transactions attachment:
e Highlight the line
e C(lick Attachment
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You will see the Attached Pop-up
e Click on the eyeicon

Cred® Card Transsction Appraval  Mistory
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To approve the transaction(s)
e Highlight Line(s)
e Click Approve Selected
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