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Regions Intersect: Transaction Review/Approval (Approvers) 
 

 
On the Intersect “Home” 
page.  
 
 
Click “Transactions” from 
the “Quick Links” box. 
 

 

 
 

 
The “Transaction 
Management” page will 
appear displaying 
reviewed transactions 
for all of the P-CARDS 
that the user is 
responsible for.  
 
If you need to narrow 
the search, You are able 
to edit the search 
criteria using the 
“Category” drop-down 
Button.  
 
Select the appropriate 
category and enter the 
information you are 
searching for in the 
“Search Term” field.   
 
Select “Search” and scroll 
down to view a listing of 
posted transactions that 
have been reviewed (the 
“reviewed” box should 
be checked) and need to 
be Approved. 
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When approving a 
transaction, the 
following items should 
be reviewed:  
 
1. Allocation of the 
expenses to the 
appropriate Oracle 
Account number 
 
2. Business Purpose 
statement 
 
3. Receipts and other 
supporting 
documentation.   
 
 

 

 
 

 
 

 

Select the transaction to 
perform an action. The 
selected transaction row 
will turn blue and 
additional options will 
appear as green boxes,  
 
Select “Transaction 
Details”. 
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A new window will 
appear displaying 
additional transaction 
information including 
the approval workflow, 
merchant information, 
and split transactions. 
 
Split Transactions 
Review:  
 
If the transaction is 
allocated between two 
or more GL or GA 
account string, expand 
the “Splits” section. 
 
• To edit or add 

additional GL or GA 
accounts please see 
the “Split 
Transactions” 
instructions listed 
under the 
Cardholder and 
Proxy training 
section of the P-
Card Website.  

 
 

 

 
 
 

 
Scroll to the bottom of 
the window to select the 
“Receipts” button to 
review all attached 
receipts and supporting 
documentation.  
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A new “Uploaded 
Receipts” window will 
appear displaying 
uploaded and submitted 
receipts. 
 
Select the uploaded 
receipt item. The line 
item will turn blue once 
selected. 
 
Select “Download” to 
view the receipt or 
supporting 
documentation.   
 
The file will be 
downloaded through 
your internet browser. 
Select open to review the 
information. 
 

 
 

 
 
 

Please note: 
To upload additional documentation,  

Please review the “Adding Additional Documentation” Instructions. 

 
After reviewing the 
receipt and supporting 
documentation, Expand 
the “Workflow” section 
of the Transaction 
Details window.  
 
 
 
 
 
Indicate the approval 
decision by checking the 
“Approved” checkbox. 
 
 
 
 
 
 
 
 
 
Click the “Save” button 
to save your decision.  

 

 
 

** This will submit the transaction for Central Approval** 
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