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 Before you begin, make sure you are using the right role in Chase.  If you have multiple roles, 

they will appear in the drop down box at the top of the page like this: 

Click on the appropriate role to have the right options.   
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From the Home 

Page, select the 

Financial Tab / 

Transaction 

Management / 

Transaction 

Approval Summary. 

(If you have 

multiple roles, 

make sure you have 

selected the right 

User Role from the 

drop-down before 

you start.)  
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On the next screen, you should see 

your title, as I see Director of 

Purchasing here.  Click on the title. 
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Click on the drop 

down to select the 

cycle you wish to 

view. 

Click on Search. 
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You will now see 

the summary 

page.  

At the bottom of 

the page, you will 

see the cards you 

approve.   

Click on the 

Account Name to 

view that card’s 

transactions. 
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Now below the search 

criteria section, you 

will see a break-out by 

line of all transactions 

on the card.   

Your cardholder should 

have reviewed it if you 

have been given the 

statement and 

receipts.  The reviewed 

box next to each line 

must be checked.   

Click on the 

Transaction icon to 

view the detail of each 

line.  The detail on the 

screen should match 

what you see on the 

report given to you by 

the cardholder. 

To view an uploaded 

receipt to be sure the 

correct one was 

attached to the line, 

click on the view 

receipt icon. 
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When you’ve clicked on the Transaction Icon as shown in the previous screen, 

you will be taken to this page.  

Here, you will be able to see the Accounting Codes Information entered on the 

line. 

If there is an error on an accounting code that you need to fix, you will need to 

uncheck the review box, and click on the save button. 
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After you have verified the accuracy of all lines, 

checkmark the Approved boxes.  Now you can click on 

the save icon, at either the top or the bottom. 

Once it is saved you will get the green bar across the top.  

If something isn’t right, you will get error messages to let 

you know what you need to fix. 

To ensure all lines have been approved properly, you will 

now want to run a report. 
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From the home 

screen, click on the 

reports tab. 

 

Click on Schedule 

Report. 
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Once on the Schedule Report Page, 

select Expense Report (Travel 

Reports) 
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Your Quick Link 

should have your 

approver role 

showing here. 

Click on the name to 

select that reporting 

role. 
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Step 3 of 6 requires no changes, just 

click next. 



APPROVING IN CHASE 

 

13 | P a g e  

 

 

 

 

 

Step 4 of 6 also requires no changes, 

just click on next. 
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Step 5 of 6 will require you to add a couple of items.  Check mark the Splits box to be sure 

any splits will show up on the report.  Also select “Include Both Account and Non-Card 

Account” in Account type.  This will ensure that any cash entries also show up on the report. 

Type in your report name as shown in the Description Box here.  Click on Next to advance. 
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Step 6 of 6 allows you to select the report for the month/cycle you need.  Click on the bubble 

for Reporting Cycle.  Use the drop-down box to select the correct cycle.  Leave the Number of 

“Cycles to Run” at 1 as you will run a different report each month.  Click on Save. 
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The system 

will return 

you to the 

Reports 

page.  Click 

on Home to 

go back to 

the home 

screen. 
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After a few minutes (time varies depending on how many other users are using the system at the 

time) your report will appear here in the home screen.  You will receive an e-mail in your AWC 

Inbox to tell you when your report is ready to view.  Click on the report name to view it. 
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This is a picture of 

the last page of 

the report I have 

run. You will see 

all of the details 

(descriptions and 

codes) for each 

line as well as the 

status.  If all has 

been processed 

correctly, there 

will be check 

marks next to 

each line for 

Reviewed and 

Approved. 

Sign and date at 

the bottom of the 

page and include 

this report with 

the receipts and 

copy of the 

cardholder’s 

signed report 

being sent in to 

Accounts 

Payable. 


