APPROVE TRANSACTIONS WITH MULTIPLE APPROVERS
Click Transactions then Manage 
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Welco/Manage

Approve
Item: Account Summary Transaction Summary Employee Summary
Mass Update Requests

202N Authorizations/Declines Hierarchy: ROOT-ROOT @

Query
Accounts Corporate Accounts
Active Accounts 17 Account Number @
Suspended Accounts 0 VINCENNES UNIVERSITY 71
New Accounts (Pending Activation) 24 Corporate Account
Accounts with Fraud (Last 90 Days) 0
Credit Limit $92,000.00
Compromised Accounts 0
Available Credit $48,255.45
Accounts with Temporary Limits O Gurrent Cycle Spend $43,267.40
2 Messages Read All .
9 Accounts with Temporary MCGG Controls 0 | ast Statement Amount $45,086.01
Accounts at or Above 80% Credit Limit e 1 Pay Statement (Due Date) 01/25/2021

NOTICE: Confirmed/Scheduled System Maintenance - Click Read
more Accounts within 60 Days of Expiration 0 Current Statement (12/31/2020)
https://www.paymentnetjpmorgan.com/app/home#

L e are




Click on the name of the transaction to approve
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Transaction List

CZI) @ o e Vs

Filter By | Last 30 Days - System (All Accounts) | ( setas Default Query | Customize Columns

O Account Number $  Cardholder First Name §  Cardholder Last Name & Transaction Amount $ PostDate $ TransactionDate $ Merchant Name & MCC $  MCC Det
) I ] MARKETING DEPARTMENT $900.00 01/27/2021  01/27/2021 FACEBK 558VTXAM52 731 ADVERT
) I ] MARKETING DEPARTMENT $1.06 01272021  01/26/2021 HULU ADS 888-265-6650 731 ADVERT
) I ] MARKETING DEPARTMENT $900.00 01/26/2021  01/26/2021 FACEBK HFNGXXSM52 731 ADVERT
O 0 S Free1019 STEPHEN MOHN $300.00 01/25/2021 01/22/2021 EXPO BOWL INC 5812 EATING |
) @ $ rrvries PURCHASING OFFICE 1 1 $30.00 01/252021  01/22/2021 HARVARD BUS EDUCATION 5942 BOOK S
) @ R €71 PURCHASING OFFICE 1 1 $122.04 01/25/2021  01/22/2021 REALVNC LIMITED 5045 COMPUT
O 0 S Froeme0163. CHRISTOPHER GAFNER $132.75 01/25/2021 01/22/2021 ‘WM SUPERCENTER #492 5411 GROCEF
) @ $ rToies CHRISTOPHER GAFNER $300.00 01/25/2021  01/22/2021 ATHLETICS WIRELESS 8220 COLLEG
) I ] MARKETING DEPARTMENT $319.95 01/25/2021  01/25/2021 SPOTIFY AD STUDIO 731 ADVERT
) I ] MARKETING DEPARTMENT $500.00 01/25/2021  01/25/2021 GOOGLE *ADS8674764672 5818 Large Di¢
) I ] MARKETING DEPARTMENT $900.00 01/25/2021  01/25/2021 FACEBK 7K93HY6N52 731 ADVERT




Click on the box by Review to show that you have reviewed it and then in the drop down click the name of the next approver.

Click SAVE
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Transaction Detail - General Information Return to Transaction List
General Information = Receipts ~ Addendum  History 70f99 M 4 P M

Save

* Required Fields

Transaction Information Approval Status — New
Settlement Method Commercial Card Review
Transaction Type Purchase Approvall § Any
Any
Cardholder Name CHRISTOPHER GAFNER Approval2 | Meeks, Harry
Tucker, Lesa
Account Number ******:0163 Accounting Codes
Transaction Date 01/22/21 Chart of Accounts
Post Date 01/25/21 Fund* | 24001 - Athletics vl
MCC 5411 Org"  3181-Track & CC vl
Merchant WM SUPERCENTER #492 Account” 71515 - Travel - Team |
Merchant Location VINCENNES, IN, US Program” | 2300 - Athletics v





