How to process a charge when a Cardholder has failed to provide the proper
documentation or the charge is questionable

In the event that a Cardholder has failed to provide the proper documentation to their Approver or the

instance where the Approver is not comfortable with the nature of the expenditure, the Approver
should:

1.

Update the accounting distribution to the best of their ability based on the available
information.

2. Make the notation in the comments field that the expense is “Under Review” and/or provide
additional information.
3. Update the transaction status from “staged” to “verified” and click “save.”
8 [J VISA  seeesereaene 0895 1 3156 USD B & [z valid /alid Yes Mo
¥ sele Clear All Stage Jerify Reconcile Statement
. = ' Line Comments
Search Purchase Details SpiltLine Distribution Template
Line: 8 Description:
@ Save | Notify | 3 Refresh Reference:
Comments: Status: |Active (v |[F][=]

Under Review

Attachment: Attach | | |

oK | Cancel | Refresh

As part of the month end closing processes, the Program Accountant in the Controller’s Office will then
review the transaction and update the transaction status to “Approved” status.
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