Access Online: Approve a Transaction Quick Reference

Approve a Transaction

You can use this quick reference guide as
a fast reminder of the basic steps for
approving a transaction.
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2, Click the Transaction List link.

Transaction Management
Carg Account Summary with Transaction List

Card Acsount e
Card Account FD: 2120550,
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Total Transactions: $6.385.66 268
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3. Specify search criteria.
4. Click the Search button.
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5. Select the transaction’s check box.
6. Click the Approve button.
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Transaction Management
Approve Transaction{s)

Please select anl er to forwerd these iransachon(
these ransaclio/s S this ime:

Seledt Approver

Sumynary of Transactions to be Approved
MNumber of Transachions: 1
Total Dollar Amourt $B05.43
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7. Click the Select Approver link.

Search & Select an Approver

Enter the approverns Mg mante, of leawe fank to

Last tlaine: Firat Mame:
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Please select an approver fiom he resntls st below,
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NSefect Appeoveriome  Email Atddreds
TAVLOR, TRACY TTAYLORGACKE.CON

Raneds 1 -1f1

\" Seot selerflon as your defsult spprover
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8. Type a last nhame and/or a first name.
9. Click the Search bution.

10. Select the radio button for the correct
approver.

11. Select to make this person your
default approver, if desired.

12, Click the Select Approver button.
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Approve Transaction(s}

Please sefect an approver o forward these ansactio
these ansactions at this ¥me:

TAYLOR, TRACY Swilch Aporover

“Summary of Transactions 1o be Approved
Humber of Transaclions: 1
Totat Roltar Amount B805.43
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Learn Mora:2 For more detailed

information, refer to the Transaction
Approval Process web-based training
lesson and user guide.
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