
     

                                

              

                                    

                                

                                    

           

 

 

 

 

 

 

 

 

 

 

 

 

 

 

Department Head Instructions 

1. An email will be sent to the requesting user’s Department Head containing a link that will 
navigate directly to the pCard approval queue 

2. Once that link is clicked, they will see any and all request forms they currently have assigned to 
them and have to make a decision on (the screen will look like the screenshot below) 

3. After selecting the form they want to make a decision on, they will click either DH – Approve 
Request, or, DH – Deny Request 


