
Reviewing and Certifying Monthly Recon Packages 

 

1. Open the email from DocuSign. The subject line for the email will have the name and 
SSO number of your p-cardholder. Hit “Review Documents” 
 

 

 

2. Hit “Continue” 

 

 

 

3. Once you are done reviewing the p-cardholder’s package (pages 2 and up if there are 
transactions for the period), hit the “Sign” orange ribbon: 
 



 

 

4. Hit “Adopt and Sign”  



 

 

You should see a similar outcome with your signature as shown below: 

 

 



5. Hit “Finish” 

 

 

 

6. Once you get a final email confirmation that your document has been completed, open 
the document and download the monthly certification form: 

 

 

 

 



Note: The final signed certification form must be uploaded to the BOX folder by the p-card 
supervisor or p-cardholder. All p-card holders and p-card supervisors should have received a box 
link from Procurement where these electronic recon packages should be saved. 

 


