
 
CREDIT CARD PROGRAM 

APPROVER NOTES AND PROCEDURE 
 
 
What the cardholder will do first: 

1. At the end of each month or the beginning of the next month, Cardholders or their backup 
Reconcilers will do the following: 

a. Go online and fill in an explanation for each transaction 
b. Indicate whether they have a receipt 
c. Print the statement 
d. Attached the receipts 
e. For alcohol purchases, Cardholders will need to get your signature on the receipt or 

other form that includes names of guests entertained and the reason the alcohol was 
necessary/appropriate. 

f. Send the statement and receipts to the Business Office for storage and auditing.  
Statements containing large purchases should be routed through supervisors and then 
sent to the Business Office 

g. Hitting the “review complete” button sends a message for you to approve the statement. 
 
 
Deadlines:  You have a minimum of (4) days to complete the on-line approval.   
If you miss the deadline for approving the statement (10 days from the time the cardholder is notified 
the statements are ready), the Business Office will ask you to sign that statement indicating your 
approval. 
 
Important:  The system tracks missed approvals by individual and that information is requested 
during the audit at year end by our auditors.   

 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 



 
STEP BY STEP APPROVER PROCEDURES 

 
 
After you have successfully logged in (sign-on link), click on “Commercial Card Expense 
Reporting” on the left.    
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CARDHOLDER LIST 
 
A list of cardholder statements you currently need to approve will appear and will look like the 
following. 
 
If you are also a cardholder, you will notice a role selection box that may need to be adjusted.  Click on 
the approver role to move the red arrow to “approver.”   You will then have access to all “approver” 
screens.  
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 

• Select the cardholder you wish to approve by clicking a name in the select column.  The 
following will appear. 

 
 
 
 
 
 
 
 
 
 



 
STATEMENT APPROVAL 

 
Select the “Approval Complete” button when you have finished looking over the cardholder’s 
expenses 
 
 

 
 
Once you have selected the Approval complete button. Please send the statement with the 
receipts attached to the Business Office. 
 
Each transaction should have a description of what was purchased completed by the cardholder or 
reconciler.  Descriptions can be added up to 1 month after the statement has closed.    

 
Tip:  The System will time out after 10 minutes. Please remember to save often. You know you have 
timed out if the system sends you back to the sign-on screen. 
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