Approving Cardholder Charges

After logging into the SXD system, select the PC (Purchasing Card) menu, then select Approval List.
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An Approver List dialog box will open. The Approver indicated will default to the login user. If approving
on behalf of another, replace the Approver login with the applicable approver. The Type field should
indicate Procurement Card. The Document Status field provides a selection of filter criteria. Using the
pull down menu, select Submitted. Using the Approval Status radial buttons, select the procurement card
bills to view. Approved status will display all bills already approved. Disapproved status will list all bills
that were not approved. Need Approval will indicate all bills that have been updated by the cardholder
and submitted for approval. After providing the filter requirements, select OK.
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The Approval List screen will appear with the applicable documents produced from the filter
specifications. To review the bill detail, prior to approval, highlight the Document and select Open.
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The Procurement Card Bills screen will identify the bill and cardholder information. After highlighting the
bill, select Charges to view the transaction detail and account string information updated by the
cardholder/alternate.
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Bill ID: 000000616 Card Number: D0ODO 0000 0000 D002

Cardholder: PATRICIA SKALESKI

Booked User:
Created: 09/09/2009
Changed: 09/09/2005
Change Time: 09:36:23
User Id: cmeaf

Billing Date: 08/26/05
Bill Totak 92500

Adj Total: 925.00
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Detailed transaction information is displayed on the Charges display window as each transaction is
highlighted. After reviewing the transaction detail, select Close.
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1 108/05/08 GNOL-55520-333200-00-0000000-00000000-00000000 100,00, 100.00;
z 108157085 GNOL-55580-333200-00-0000000-00000000-00000000 Z00. 00, s0.00
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08/05/05 GNOL-55520-333200-00-0000000-00000000-00000000 100.00
Desc: PRINTING OF PAYROLL FORMS Amount: 100.00
Reference: 3795 Supplier:
Line: 1 Subline: 1  Supplier Desc: KINKOS
Estended Description: |5 000 PAYROLL W-2 FORMS

Next, from the Procurement Card Bills screen, select the Approvers tab. If multiple lines appear on this
tab, select the record that identifies the assigned approver. Select Edit. To approve the bill, place an A
(Approve) in the Stat field. Select Save.

If transaction records have not been adequately updated, or additional information is needed prior to
approval, place a D (Disapprove) in the Stat field. Next, using the Reason Code pull down menu, select a
disapproval reason. The Notes field (optional) can be used to add further comments or request specific
information regarding the disapproval of the bill. When finished updating the Stat, Reason Code and
Notes field, select Save. Note: An approver should notify the cardholder/alternate in the event that a bill
was disapproved.

After approving/disapproving the bill, select close.
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The system will now present the Approval List indicating the status of the document (A or D) This
completes the approval process. Select Close.
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