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Supervisor Approval for P-card Statements  Munis Version 11.2.5 

 

 
A supervisor/department signer will be notified on their dashboard Approvals tile when a p-
card has been released to them. 

 

 
Click on the Approvals tile to see all processes waiting for approval. The right side will give 
a brief overview of what was released. Click on the blue APC: AP Purchasing Card 
hyperlink. 
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The Purchase Card Statements program for this user’s statement will be brought up. Click 
on Attach then View Documents to pull up the scanned image for the statement. Click on 
Transactions to view individual transactions. 
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Review the charge description, account number, and amount. Flip to the next transaction 
by clicking the right arrow on the bottom left of the screen. 

 

Once all transactions are reviewed, click Return  to the Purchase Card Statements 
program. 

 

If the statement is accurate and ready for approval by Finance, click Approve 

 and close the program.  
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If the statement is inaccurate and needs to be fixed by the user, click Reject 

 and enter a comment about what needs to be fixed then Accept. 

 
 

This will bring it back to the Purchase Card Statement program. Click on More  

and Reactivate . This will allow the user to fix the errors and resubmit when 
complete. 
 

 

 


