
Quick Tips 

Approving P-Card/T-Card/Toshiba GC Transactions 

1. Log into SAP using CITRIX and LAUSD Single Sign-on (Download and Instructions found at 

http://pcard.lausd.net) 

2. Click on Universal Work List (UWL) to view transactions 

 

 

 

3. SAP will display the list of pending transactions. Click on the transaction to be approved. 

 

 

 

4. A new window will appear that displays the 1st approver (reconciler) and 2nd approver (approving official). 

Click on the transaction number 
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4. The Edit Parked Vendor Invoice screen will appear.  Approving official will review funding information enter 

by the reconciler and click on “Save as completed” 

 

 

 

 

 

 

 

 

 

5. SAP will return the Approver to the previous screen.  Approving official must click on the “Approve” button 

at the bottom of the screen to approve the transaction or the “Reject” button to reject and send back to 

the Reconciler.  

 

6. The approved transaction will no longer display in the UWL, if it does click on the “refresh” button to 

update the UWL: 

 

 

 


