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PCARD ONLY (NON-TRAVEL) 
EXPENSE REPORT

Create Report Submit Report Approve Report

Who:
Employee or Delegate

Who:
Employee

Who:
Financial Approver

• Complete Header
• Add PCard expenses
• Add back-up 

documentation
• Allocate PCard 

expenses

• Submit report via web 
or mobile app

• E-certification of 
expenses

• Review for 
appropriateness, 
validity, budget and 
compliance

• Approve or return to 
PCard holder
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PCARD ONLY (NON-TRAVEL) 
EXPENSE WORKFLOW

Delegate or 
Employee 

prepare the 
PCard Expense  

Report

PCard holder 
submits PCard 

Expense Report

Financial 
Approver reviews 

and approves

PCard team 
reviews and 
processes


