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1 service center 
person reallocates 

and approves

Access PeopleSoft 
panel “reconcile 

card”

Card manager 
reallocates own 

cards immediately 
and lead approves

PR#/T# lookup 
based on what is 

avaliable

Mark Reallocated 
and save

Access PeopleSoft 
panel “reconcile 

card”

PR#/T# lookup 
based on what is 

avaliable

Mark Reallocated 
and save

Service Center to 
send weekly 

summary to card 
manager for 

eRequest/eTravel

Unit can either send 
log or reply with 

PR#/T#



Approval Process

Phase

Access PeopleSoft 
panel “Approve 

Statement”

Click on hyperlink 
PR#/T#

Perform compliance 
review

Factual transaction 
related comments 

placed in eRequest/
eTravel

Change activity 
status in eRequest 
to “Complete” and 

“Approved” in 
PeopleSoft

For missing 
documentation 

Email Card Holder or 
Admin (if travel wait 
3 days once they are 

back)

Email Card Holder/
Admin and CC: Dept. 

Bus SFO/manager

Email Card Holder/
Admin and CC: Dept. 

Bus SFO/manager. 
Along with a follow 

up call

3 business days with no response

No

3 business days with no response

Yes


