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One Card Application Approver Quick Guide

o Go to Galaxy Portal, select Gemini.
Then Select the Approvals tile on the home page.
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e Select One Card in the left selection to sort by One Card Application Approvals needed. ¢ You
will select the Cardholder Name to view the application.
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¢ Once entering the application you can review the fields the prospective cardholder has keyed in
and scroll to the very bottom of the page to "Approve" or "Deny" the request.
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¢ In the event the application is approved, a workflow will appear at the bottom of the form. One
Card Approvals

One Card Approvals
FORM_ID=000404, EMPLID='NEEEE / pproved

One Card Process

Approved Approved Approved
Deborah Reynolds Tamara McFarlen > Callie Speaks
¢ One Card Level 1 Approver v One Card Level 2 Approver v One Card Level 3
1104717 - 10:38 AM TM/01M7 - 10:38 AM 110117 - 10:45 AM

October 17, 2023 Page 1 of 1


mailto:onecard@utdallas.edu

