
How to Review Monthly P‐Card Expense Reports 
Level Manager 

Level Managers should perform due diligence when reviewing expense reports to ensure all transactions are in compliance 
with UIW policies, have an appropriate account number, have adequate documentation and include a detailed description. 

 

1. Visit Cardinal Apps https://myapps.microsoft.com/ 
2. Log In 
3. Click on the ‘GRAM/P-Card Management’ app under UIW Apps 

  
 

4. Log in to Bank of America Global Card Access 
 

 

 
 

 
 
 
 
 
 
 
 
 
 
 
 
 
 



 
 

5. Under Related Links, click on the link for ‘Global Reporting and Account Management’ 
 

 
 

6. Select ‘Level Manager’ role 

 

 

 

 

 

 

 

 

 

 

 



7. Click ‘More’ in the Review Required section 
 

 
8. Select the expense report to review 

 
 

 You  



9. Click ‘Split and Cost Allocate’ to review expense descriptions, account numbers and images



10. Review activity by clicking on the accounting detail icon on each transaction or select ‘Expand All’ 
o  Accounting Detail Icon 

11. Once all activity has been reviewed, click on next 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 

12. Click on ‘Approve’ or ‘Reject’ 
o A comment must be included when rejecting an expense report (e.g. receipt not legible, unallowable 

expense, etc.) 


