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Approving a Procurement Card Transaction in SFS 
The cardholder reviews the monthly Citibank statement for accuracy and reconciles each charge transaction to the 
vendor receipts and/or invoices in SFS. The reconciliation is submitted to the supervisor. The supervisor reviews and 
approves each transaction in SFS. 

This module is 
for procurement 
card 
supervisors/ 
approvers. You 
will learn how to 
approve a 
procurement 
card transaction 
in SFS. 
 
To begin, click 
Home. 

 

  

New York State Office of General Services 
Business Services Center 

1220 Washington Ave, Building 5 
Albany, NY 12226 

(Phone) 518-457-4272 
Approving a Procurement Card 

Transaction in SFS 



Page 2 of 8 

 

Click 
eProcurement. 

 
Next, click 
Procurement 
Card Center. 
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Click Reconcile 
Statement. 

 

The Reconcile 
Statement 
Search page is 
used to define 
search 
parameters for 
items purchased 
with the p-card. 
Transactions can 
be searched 
using one or a 
combination of 
the displayed 
fields. 
 
Click Role Name. 
 
Select P-Card 
Approver and 
Search. 
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The 
Procurement 
Card 
Transactions 
page is used to 
review, manage, 
and approve 
procurement 
card 
transactions 
(purchases) 
loaded in the 
system. 
 
Before a 
purchase can be 
approved, it 
must be 
selected. 
 
The card holder 
has reviewed 
and verified 
items marked 
Verified. 
 
Click the items 
with Verified 
status. 
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Click Show All 
Columns to view 
all information. 
 
Next, select 
Show All 
Columns. 
 
NOTE: the first 
transaction is 
automatically 
checked. 
 
 
 
 
 
 
 
 

 

 
 

Scroll to the 
right until you 
see the 
Description 
field, if required 
by your agency. 
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If dots are in the 
Comment 

bubble , click 
on the bubble to 
see the 
comments. 
 
 
 
 
 
 
 
 
 

 

Review the 
Transaction Line 
Comments. 
 
Click OK. 
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Proceed by 
doing one 
purchase at a 
time. 
 
Click Account 

Distibution.  
 
 
 
 
 

 

Verify the 
ChartFields 
coding is 
correct. 
 
If incorrect, alter 
Chartfields to 
correct budget 
coding 
information for 
the charge. If 
you are not sure 
of the proper 
coding, check 
with your 
budget office. 
 
Click OK. 
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Once the 
transaction and 
the ChartField 
information has 
been reviewed, 
the status can 
be changed to 
Approved. 
 
 
 
 
 
 

 

Click Save. 
 
Approving a 
Procurement 
Transaction is 
complete. 
 
 

 

 
 

 


