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Financials > Accounts Payable > Invoice Processing > Purchase Cards > Purchase Card Statements 

1. Search 2. Search by Status “New” 3. Accept 

  3.  1.      

 

  

Select (highlight) the transaction. Choose one of the following. 1. Transactions 2. Accept 3. Double Click  

 

2. 
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Click update and you will need to change the Allocation Code (Org, Object and Project) based on what 
accounts you’re using. 1. Update 2. Change Codes 3. Accept 4. Return 

 

999500 is a default code 
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*** It is required that you attach every receipt as a form of documentation to each INDIVIDUAL 
transaction. *** 

 

1. New 2. Import 3. Save 4. Close 

Once you have changed every default code and attached every receipt. Then hit the return arrow and 
release for approval. 

 

 

 

1.  
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Approvals will come across as APC 

 

 

- All you will see in the 
Approvals is the 
Department Code and 
the amount. Click on 
More Information and it 
will take you back to 
their statement. 

 


