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EMAIL NOTIFICATION OF PENDING APPROVAL
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COMPUTER APPROVAL INSTRUCTIONS



TRANSACTIONS LISTED UNDER APPROVAL TAB
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OPTION #1 – APPROVE ALL TRANSACTIONS
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 Review each transaction listed and verify 

the data in each category is correct. 

Approve ALL transactions at once.



OPTION #2 – APPROVE EACH TRANSACTION
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 Review each line transaction, verify the 

data in each category and approve EACH 

transaction separately.
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Move bar to 

advance

Click on 

image to view 

full size

 Receipt and Expense 

Description Review
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 Budget Code Review



OPTION TO SEND BACK QUESTIONS TO CARDHOLDER
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MOBILE TRANSACTION RECONCILIATION INSTRUCTIONS
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OPTION #3 – APPROVE EACH TRANSACTION VIA MOBILE APP



CLICK ON TRANSACTION FOR REVIEW
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Click on 

receipt for 

larger view



ABILITY TO SEND CARDHOLDER A MESSAGE FOR 

ADDITIONAL INFORMATION 
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CABRINI UNIVERSITY

PURCHSING CARD PROGRAM

I hope you enjoyed this presentation.  
Please feel free to contact me with 

any questions.

Presented by 

Liz Kanaras

Procurement Manager

610-902-8283

egk38@cabrini.edu


