Flagging a transaction to send it back

LEWISFE%CLARK

STATE COLLEGE

A p-cardholder's supervisor or department head for a department card may flag a
transaction that is pending their sign off to send it back for updates. You can also

email Purchasing to flag the transactions for you.
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Account Name Account ID Credit Limit
AMAZON 7844 50,000.00
DELL MARKETING 0253 200,000.00
JAGGAER PURCHASING 8137 100,000.00
OFFICE DEPOT 1862 25,000.00
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Lewis-Clark Stale College

My Announcements

*The last workday to allocate and sign off on your March transactions is Friday,
April 4th.*

g\l lraansacnons will be swept (automatically signed off on) at 12:01am on Sunday
pril 6th,

Posted by your Program Administrator, Jessica Waddington, on March 6, 2025.
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Posted by your Program Administrator, Jessica Waddington, on March 6, 2025,
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AMAZON 7844 50,000.00 2,186.41 47,813.59 47,813.59
DELL MARKETING 0253 200,000.00 5,116.49 194,883.51 194,883.51
JAGGAER PURCHASING 8137 100,000.00 0.00 100,000.00 100,000.00
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AMAZON 7844 50,000.00 2,186.41 47,813.59 47,813.59
DELL MARKETING 0253 200,000.00 5,116.49  194,883.51 194,883.61
JAGGAER PURCHASING 8137 100,000.00 0.00 100,000.00 100,000.00
OFFICE DEPOT 1862 25,000.00 1,032.32 24,031.57 23,967.68
‘ »

4 items Show | 1 v | per page <0< Page:[ 1 |of 1> [



4  Click "Approver"
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Lewis-Clark State College

My Announcements

*The last workday to allocate and sign off on your March transactions is Friday,

April 4th.

All transactions will be swept (automatically signed off on) at 12:01am on Sunday

April 6th.

Posted by your Program Administrator, Jessica Waddington, on March 6, 2025,

5  Onthe Pending Sign off tab, adjust the date range if needed.
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10 Click the drop down arrow, then select Raise Flag.
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Enter any comments related to why the transaction is being sent back, if needed.
1 ) :
The p-cardholder/p-card manager will see these comments on the transaction.

For example, indicate a cost center needs to be updated or a receipt attached.

Click Ok.
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The transaction will now be available in the Flagged section for the
p-cardholder/p-card manager to update.



