
P Card Transaction Sign Off 

 Click on Sign Off 

 Select a transaction 

Page 1 

 

1 

2 



P Card Transaction Sign Off 

Page 2 

 

 Click on Allocation tab 

 Click on Add/Edit button 
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 Click on GL Assistant 

 Select GL code 
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Check that GL populates here 

Click Finish 

Double check that GL and 
amount are correct 

Click OK 
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Should have 3 green checkmarks. 

Click on Receipt button 

Select Yes for receipt and 
enter the business purpose 
for the purchase.  If No 
receipt, state reason why. 

Click Save – you 
aren’t  finished  
yet. You have 
more steps to 
complete. 
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Click on the transaction to select it. 
 Check that the GL allocation is correct and 

you have three green checks. 

 Check that you have selected the Receipt 
button and noted the business purpose for 
expense. 

 Click the Sign Off button. (Step 13) 

 You will be prompted one last time to include 
any comments.  You do not need to repeat 
any comments you typed in the receipt 
dialogue box.  If you have nothing else to add, 
click OK. (Step 14) 
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13 Click Sign Off button  
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Final Review 

• The signed off transaction is no longer in your task 
list, it is now residing in your approver’s task list. 

• To see transactions that you have signed off on click 
on Transactions Signed Off. 
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Transaction 1407 is no longer visible here 

NOTE:   If the txn did not leave  
  your queue it has not been 

signed off. 


