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Submit eRequest eRequest is 
approved

Check out PCard on 
the log Make Purchase Return and login the 

PCard 

Scan Receipt (retain originals) 
and fill out PCard distribution  
panel. Check documentation 
complete box.  If panel is not 

open put the card# in the 
comment box for the Service 

Center to complete

Service Center 
workflow opens 

distribution panel 
ASAP

Complete 
reallocation and 
approval process


