
 

REPORT TO PROVIDE APPROVERS TO COMPLETE ONLINE APPROVALS  

SIGN IN TO WORKS WITH YOUR RECONCILER USER NAME AND PASSWORD 

 CLICK ON REPORTS TAB > SELECT “TEMPLATE LIBRARY” 

 

 

 HOVER YOUR MOUSE OVER AND CLICK ON REPORT TITLE “!TRANSACTION REPORT FOR ONLINE APPROVALS” 

 

 

 

 HOVER YOUR MOUSE OVER AND CLICK ON “MODIFY/RUN” 

 

 



      SCROLL TO BOTTOM OF PAGE AND CLICK ON “SUBMIT REPORT” 

 

 

 

 

 



 

 A “COMPLETED REPORTS” SECTION WILL APPEAR STATING Awaiting Processing or Processing 1 Submitted report. 

 

 

 ONCE THE REPORT IS COMPLETED YOU WILL HAVE A LINK LABELED “PDF”.  CLICK ON “PDF” TO OPEN AND PRINT REPORT IN LANDSCAPE VIEW. 

 

 

 

 PLEASE USE THIS REPORT FOR COMPILING RECEIPTS/DOCUMENTATION, ALLOCATING 

TRANSACTIONS AND PROVIDING TRANSACTION DOCUMENTATION TO YOUR 

APPROVERS ONLY; DO NOT SUBMIT THIS REPORT TO THE PCARD OFFICE. 
 

 Print the final reconciliation report from WebFocus Dashboard.  The report requires the 

cardholder and reconciler signatures only.  You may have the approver sign the report as well, but the approvers 

name printed on the report will suffice as an electronic signature.   

 

 PLEASE NOTE: IF THERE ARE TRANSACTIONS HIGHLIGHTED IN RED THOSE TRANSACTIONS HAVE NOT BEEN 

APPROVED ONLINE.   THE FINAL REPORT YOU SUBMIT WILL HAVE THE APPROVERS NAME PRINTED BY THE 

SYSTEM AND NO HIGHLIGHTED TRANSACTIONS. 


