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Include the request 
to use the SC card in 

the additional 
information box

eRequest is 
approved 

Open PCard 
distribution panel

Complete order and 
email the 

Department with 
the receipt and 

tracking info

Attach receipt and 
other information to 

eRequest.

Complete 
eRrequest, 

distribution panel.

Independent SC 
employee 

reallocates and 
approves


