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Flagging a transaction to send it back

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.

1 Navigate to Works
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2 Click "Expenses"

3 Click "Transactions"
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4 Click "Approver"

5 On the Pending Sign off tab, adjust the date range if needed.
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6 Click "Month-to-Date"

7 Click "OK"
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8 Click Search

9 Find the transaction to send back.
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10 Click the drop down arrow, then select Raise Flag.

11 Enter any comments related to why the transaction is being sent back, if needed.
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.


