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HR Credit Card - Approval 

 
The Skyward Credit Card module allows the user to review, edit, and submit imported credit card 
transactions for approval.  When credit card transactions are ready for approval they should first be 
reviewed for accuracy.  
 
 

 
 
 
 

 
 
 

1. Go to Skyward FM, Accounts Payable, Credit Card, Approve Transactions (FM/AP/CC/AT).  
2. Expand the Credit Card Transaction by clicking the carrot to the left of the date and review the 

purchase. 
3. Click on Attach to view any scanned receipts. 

 An Asterisk will appear if receipts are attached 
4. Check appropriate box to either Approve or Deny the transaction. 

 If the transaction is denied, a comment box opens up to include Denial Notes. 
5. Click Submit Approvals and Denials. 
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For more information, please see the WSIPC Guide to Credit Cards – Approving Transactions, 
S:/Skyward/Guides 
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