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1. Once received, the One Card needs to be activated by the user by calling the number on the sticker on the 
card.  The customer service representative will ask for the last four digits of user’s social security number, 
provide 0000 to them.  Once activated, start using it as you would any other credit card, but ONLY for UWS 
approved purchases.  

2. It may take up to 2 days for the charges to appear on-line.   

3. Once the transactions appear on-line, perform the following steps for EVERY transaction: 

Сlick Transaction Management / Transaction List.  Then choose billing cycle that you are working on in the 
Billing Cycle Close Date field.  The billing cycle opens on the 26th of every month and ends on the 25th of the 
following month.  It is not necessarily Open cycle that you will be working on.   See example below.  

 

Once you are in the right billing cycle, click on the transaction you will be working on.  Clicking on approval 
status (Pending), transaction date or accounting code will accomplish this step the same way.  

You will see the following screen: 



 

Change the following fields under Allocations tab: 

• Account – expense/asset/invetory accounting code; list or values are available under sign 

• Fund – list or values are available under sign 

• Division -  list or values are available under sign 

• Department - list or values are available under sign 

• Project - list or values are available under sign 

• PO# - five number listed on issued PO after PO00 

• Invoice# - listed on the invoice or, if no official invoice present, then date in the format  - MMDDYY 

• Vendor ID - list or values are available under sign.  If the vendor is not on the list, leave it blank 
and submit as is.  Business Office will update the list within 30 days of submission.   



• Comment – detailed descrioption of invoice up to 30 characters.  You do not need to fill out Comment 
tab located next to the Allocation tab as of 03/08/12. 

If your fund, division, department, and project are set up as default, then you don’t need to change them.   If 
the purchase made is for other than your default department/division, the department and division will also 
need to be changed.  For grant purchases, the project code will also need to be changed during this step.  

You can also allocate percentages/amounts of one transaction to different codes or departments on the same 
screen.  

Click Save Allocations once you are done assigning the codes as shown below: 

 

4. User can do previous step any time between 26th of the month and the 25th of the following month.  The 
approval step has to take place between the time previous step is complete and the last day of the month for 
the month ended on the 25th.  Please note that you don’t have to wait until the end of the month to approve 
the transations on-line, but you will want to wait to submit your paperwork to approver after the end of the 
cycle to avoid missing duplication. 

To approve transactions, select transaction(s) you would like to approve in the Select column on the left of 
the transactions and click Approve button at the bottom of the screen like shown below. 



   

The following screen will appear.  The user will choose the approver the transactions will be sent to.  Choose 
your designated approver (normally your department manager or VP you are reporting to) and click Approve.  
To switch the approver on this screen, click on Switch approver ans search for approver by last or first name.   



 

Print Account Activity by clicking Print Account Activity in the middle of the same screen, attach receipts in 
the order of the report, sign it in the Curdholder Name/Signature lines at the bootom of the report and 
submit it to the approver by the last day of the month.  See example of the report below.  

 



 

5. The approver has to approve transactions between the 1st and 7th days of the month.  The transactions will be 
locked on the 7th of every month and no changes will be processed through the web-site after that.   

For approver to approve the transactions, click Transation Management/Transaction Approval Queue.  Select 
the transations to approve by putting a check mark to the left of each transaction to be approved and click 
Approve at the bottom of the screen.   This step is similar to step 4 with only exception that it is complete in 
the Transaction Management/Transaction Approval Queue screen and not further approval needed.   

  


