How To Maintain FOAPAL Aliases

What is an Alias?
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9. Click on Add using defaults to apply the FOAPAL defaults to the alias.
OR,

10. Click on Continue to specify Activity or Location Code.
11. Type the Activity or Location Code.
12. Click on Add to create the alias.

13. A message FOAPAL added will appear.
14. The new alias will be added to your personal list displayed under Cards you manage.
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7. For one or more transactions, from the Select Action drop down list, select the Alias name to
charge.
8. Click On Continue for Method 1

Method 1: Apply to Selected Transactions
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9. Click on the button Enter Purchase Description for the transaction.
10. Click on the Add button to upload the respective supporting documents (if applicable). The
uploaded documents must be in PDF format.
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11. Confirm that all FOAPAL information is correct.
12. Click on Complete
Or, Cancel if you do not want to reconcile the transactions.

13. A Confirmation screen will be displayed with the message: Print this page, attach your original
receipts and file in compliance with McGill University’s Records Retention Schedule.
DO NOT use the brZ1€GT € dADU dZHZY AS EZDISDALG HIAYEADESZYE WAL] ZDDZ4.
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NoTE: If you forget to print this page, you can use the PCARD reporting function to generate a report.
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Method 2: Apply to All Transactions on this Page
Note: (i HAYEADKZYE ZY 4Si DAOG +SAH AdG G+ +7 EZYG_§Y +SG Select Action column will be approved.

7. Inthe Method 2 section, select the Alias hame to charge for all transactions.

8. Click on the Continue for Method 2 button.

9. Click on the button Enter Purchase Description for each of the transactions.

10. Click on the Add button to upload the respective supporting documents (if applicable). The
uploaded documents must be in PDF format.

11. Confirm that all FOAPAL information is correct.
12. Click on Complete
Or, Cancel if you do not want to reconcile the transactions.

13. A Confirmation screen will be displayed with the message: Print this page, attach your original
receipts ancj fillevin cvomgliancg vyith Mg(}-i[l Uvniversjty:s qucqrdstgeterltiorJ Schedule.
DO NOT 2£G SG daZ I1EGT € dAPU dZHZY AS EZDIDAIG 1IAYEADKZYE WAL) ZDDZ4"

Prepared by Finance System Support, Financial Services Page 6 of 6
December 2021



