1. Ifyouhavereceivedanemailnotification, clickon the link in the email (login isrequired).It will bringyouto the PCard
TransactiorApprovalscreenin Minerva.
OR
If you havenot receivedanemail:

0 Login to Minerva (http://www.mcgill.ca/minervg

0 Goto the Finance(Fund)Administration Menu

0 Selecthe PCard- MOPSMenu

0 Selecthe PCardTransactionApprovalmenuoption.
Anytransactionspendingyour approval will automaticallybe displayedon the screen.
Optional Clickon the View Receipthyperlinkto viewthe uploadedsupportingdocumentsfor the transaction.
Optionat If youwantto changethe Account,Activity or Locationcode,clickon the FOAPALNK. A new
window with the most CommonAccountcodeswill openandyou mayenter new FOAPALaluesin the

Account,Activity or Locationfields. ClickOKto close.

o
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5. Foreachlisted FOAPARNdLedgerAmountcombination(seeyellowhighlightabove),selectan Action from the drop

downlist:
o None If left asis, no actionwill be takenwhenyou clickon Submit.Thetransactionremainswith the status

“waiting for approval”.If not approvedon time, the transactionwill be postedto the default FOAPAL,
regardlesof the FOAPAENteredat the time of reconciliation.

0 Approve Onceyou clickon Submit,the transactionwill be sentfor postingto the ledger.

o Disapprovelf disapproves selectedareasonand/or explanationfor how the transactionshouldbe
reconciled(chargeFOAPAkxxxxxchangethe amountof the split, etc.) mustbe entered.Disapproved
transactionswill needto be reconciledagain.Onceyou clickon Submit,the associatedRkeconcileand prior
Approver(s)in the caseof a FOAPAKplit) will receivean emailnotification with the entereddisapproval
reason/comments.

TIP—ApproveAill:

Toapplythe Action“Approve”to all transactiondisted on the page,clickthe ApprovalAll
button. If needed,you maystill selecta different Actionfor anyof the FOAPARNd Ledger
Amountcombinations.

TIP Reset:

Toclearall selectedActionsand DisapprovaReason/Commentglickthe Resetbutton.

6. Oncedone,clickon Submit
7. Apop upwindowwill be displayedconfirmingthe actiontakenfor the transaction(spr promptingyouwith further

actionto take.
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