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P-Card Allocation 

Instructions 
 (No P-Card Purchase Order in Place) 

 
 Financials<Accounts Payable<Invoice Processing<Purchase 

Cards<Purchase Card Statements 
 



P-Card Allocation Instructions 

 (No P-Card Purchase Order in Place) 
 Financials<Accounts Payable<Invoice Processing<Purchase Cards<Purchase Card Statements 
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1. Search   

 

4. Search 

3. Enter department/campus # 

2. Select “New” 

1. Accept 
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2. Select transaction and allocate  

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

1. Select transaction  
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3.  Update 

 

 

 

 

 

 

 

  

 

 

 

 

 

 

 

2. Enter vendor sourcing & short description  

4. Update budget code 

1. Update 
4. Accept 

 If not available create one to reference your transaction 3. Enter invoice/receipt #  
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4. Attachments 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

1. Attach receipt, packing slip, and any other 

documents 

1234  
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5. Attach documents under Purchase Card Transaction 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

1. Select Purchase Card Transaction 
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6. Upload attachments 

 

 

  

 

 

 

 

 

 

 

 

 

 

 

 

1. Add 2. Import documents 
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7. Choose File 

 

 

 

 

 

 

 

 

 

 

 

 

 

Note: Attach all documents such as receipt, packing slip, travel forms, etc. 

1. Choose File 
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8. Import Documents 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

1. Import 
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9. Save and close viewer 

 

 

 

 

 

 

  

 

 

 

 

 

 

 

 

1. Save 2. Close Viewer 
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10. Return  

 

 

 

 

 

 

 

 

 

 

 

 

 

  

 

1. Return 

1234  



 

42 | P a g e  
 

11.  Release for Approvals 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

2. Release  

Follow these instructions for each transaction. All 

transactions must be allocated prior to releasing P-

Card Statement 

4. Click “Yes” 


