P-Cardholders: How to Review

s . LEWlSF&ﬁCLARK
Transactions and Sign Off

STATE COLLEGE

This guide is for P-Cardholders who have a P-Card Manager that is responsible for
allocating, entering a business reason and comments, and uploading receipts for
their transactions. This guide will walk the P-Cardholder through the steps to review
and sign off on the transactions.

1 Navigate to Bank of America Works and login

2  Click on the Expense menu header, then click "Transactions"
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3 Click on the Pending Sign Off tab then click on the plus button next to the date
range.

Home Expenses Reports

Expenses = Transactions = Accountholder

Flagged All

il Primary Account Sign Date Date Purchase
Document Accountholder D off Posted  Purchased Amount Vendor

Lo G b1 n
dyrchase Request -,
huiass Lo 1 O TXNO00D4852 Depot, Office 1862 none 10/25/2024 10/22/2024 453.12 ODPBUS SOLLLCH
Amount Range - All 8
O TXNO0O0S4974 Depot, Office 1262 none 10/25/2024 1012212024 175.78 ODPBUS SOLLLC#H
Dispute Status - All il
O TXNOO024975 Depot, Office 1862 none 10/25/2024 10/22/2024 62.97 ODPBUS SOLLLCH
Account Status - All s
O TXNO: 4990 Depot. Office 1862 none 10/28/2024 10/25/2024 12567 ODPBUS SOLLLC#
Allocation Complete - All |
O TXNOO0D95001 Depot, Office 1862 none 10/28/2024 10/23/2024 49.60 ODPBUS SOLLLCH
Allocation Valid - All il
N . O TXNO0DS5007 Depot, Office 1862 none 10/28/2024 10/26/2024 3818 CODPBUS SOLLLCH
[#] Allocation Authorized - All s
O TXNO0095016 Depot, Office 1862 none 10/28/2024 10/23/2024 446 ODPBUSSOLLLCH
(] TXNO0085021 Depot, Office 1862 none 10/28/2024 10/25/2024 2565 ODPBUSSOLLLCH
W] Reset O TXNOD095035 Depot, Office 1862 none 10/28/2024 10/25/2024 30.37 ODPBUSSOLLLCH
4
0 Selected | 8 items Show per page

4 Click on the calendar icon

Home Expenses Reports

Expenses = Transactions = Accountholder

< Pending Sign Off Signed Off Flagged All

Advanced Filter

Account Sign Date Date Purchase

Date - 10/01/2024 - 10/29/2024 Primary
= 2l DocuAment Accountholder 1D Off Posted  Purchased Amount Vendor

10/01/2024 - 10/29/2024 ]
Retain settings

LJ

(] [ TXNO0094952  Depot Office 1862  none 10/25/2024 10/222024 45312 ODPBUS SOLLLC#
[+ Account - Al o | [] [ TXND0094974  Depot Ofice 1862  none 10/25/2024 10222024 17578 ODPBUS SOLLLC#
[+ Purchase Request - All o | (] [ TXNOO094975  Depot Office 1862  none 10/25/2024 1072212024 £207 ODPBUS SOLLLC#
[+] Amount Range - Al L im) TXNOOD94990  Depot. Office 1862 none 10/28/2024 10/25/2024  125.67 ODP BUS SOLLLC#
i lisputeStatus Al sl O TXNO0095001  Depot Office 1862  none 10/28/2024 10/23/2024 49.60 ODPBUS SOLLLC#
Account St st sl g TXNOO095007  Depot Office 1862 none 10/28/2024 10/26/2024 8212 ODPBUS SOLLLC#

Allocation Complete - Al

b e 8 | () @ TXNOO095016  Depol Office 1862  none 10/28/2024 102372024 446 ODPBUS SOLLLC#
Allocation Valid - All ol

(] @ TXNDOD95021  Depot Ofice 1862  none 10/28/2024 10/25/2024 2565 ODPBUS SOLLLC#
Allocation Authorized - All ®|

(] [ TXND0095035  Depot Office 1862  none 10/28/2024 10/25/2024 3037 ODPBUS SOLLLC#



5  Select Month-to-Date or other date range option
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10-10-906101-5-5720
32-30-977902-5-5720
10-10-906104-5-5720
10-09-876101-5-5720
10-10-918102-5-5720
10-09-876101-5-5720
10-08-852101-5-5720

62.97
125.67
49.60
8s.18
4.46
25.65
30.37

Allocation

10-01-037101-5-572/
11-08-863603-5-57 2
10-10-906101-5-572/
32-30-977902-5-572
10-10-906104-5-572/
10-09-876101-5-572/
10-10-918102-5-572/
10-09-876101-5-572/
10-08-852101-5-572/

<] <] Page: | 1




7  Click the "Retain settings" field.

Home Expenses Reports

Expenses = Transactions = Accountholder

< Pending Sign Off Signed Off Flagged All

Advanced Filter

Date - - A Pri Account  Sign Date Date Purchase
= INIE0ZIS IS0 of Document Accoﬂm'glde, (] Off Posted Purchased Amount Vendor
10/01/2024 - 105302024 g | ()
Retain settings
: () @ TXND0D94952  Depot Office 1862  none 10/25/2024 10/22/2024 45312 ODPBUS SOLLLCH#
Account - All o | (] [ TXNO0094974  Depot Ofice 1862  none 10/25/2024 10222024 17578 ODPBUS SOLLLC#
Purchase Request - All o | (] [ TXNO0094975  Depot Office 1862  none 10/25/2024 1072212024 6297 ODPBUS SOLLLC#
AmountRange Al LN i) TXNO0094990  Depot. Office 1862  none 10/28/2024 10/25/2024 12567 ODPBUS SOLLLC#
AR LA BT 8| [ @ TXNO0095001  Depot Office 1862  none 10/28/2024 101232024  49.60 ODPBUS SOLLLCH
s lnes 3l || (J @ TXNOOD95007  Depot Office 1862  none 10/28/2024 1072612024 8813 ODPBUS SOLLLCH#
Allocation Complete - All
2 3l (] @ TXN00095016  Depot Office 1862  none 10282024 107232024 445 ODPBUS SOLLLC#
Allocation Valid - All |
(] @ TXND0095021  Depot Office 1862  none 10/28/2024 10/25/2024 2565 ODPBUS SOLLLC#
Allocation Authorized - All el
(] [ TXND0095035  Depot Office 1862  none 10/28/2024 10/25/2024 3037 ODPBUS SOLLLC#
| Search [J:EES ’
8  Click Search
10012024 - TE3WL024 @ ]
Retain settings
. (] [ TXNO0094952  Depot Office 1862  none 10/25/2024 10222024 45312 ODPBUS SOLLLC#
Account - All o | (] [ TXNO0094974  Depot Ofice 1862  none 10/25/2024 10222024 17578 ODP BUS SOLLLC#
Purchase Request - All o | (] [ TXNO0094975  Depot Office 1862  none 10/25/2024 1072212024 62097 ODPBUS SOLLLC#
Amount Range - Al 80 TXN0OO094990  Depot. Office 1862 none 10/28/2024 10/25/2024 12567 ODF BUS SOLLLC#
lispuleSiaus all B0 TXNOOD95001  Depot Office 1362  none 10/28/2024 10/23/2024 4960 ODPBUS SOLLLC#
AcCount Status Al 8l || [J @ TXNOO095007  Depot Office 1862  none 10/28/2024 10/26/2024 8518 ODPBUS SOLLLC#
Allocation Complete - All
2 8l (] @ TXN00095016  Depot Office 1862  none 10282024 107232024 445 ODPBUS SOLLLC#
Allocation Valid - All 5|
(] [ TXND0095021  Depot Office 1862  none 10/28/2024 10/25/2024 2565 ODPBUS SOLLLC#
Allocation Authorized - All il
() [ TXNDOD95035  Depot Office 1862  none 10/28/2024 10/25/2024 3037 ODPBUS SOLLLC#
[ search [J:EES ’
0 Selected | 9 items Show per page

Training Guides | Training Videos | Digital Privacy Notice | Your Privacy Choic * | Recommended Settings | Payment Center




& Review the transactions.

Your P-Card Manager has already allocated the transaction (entered the
appropriate Fund, Function, Cost Center, GL Class and Object), entered the
business reason and any comments, and uploaded the receipt (and any approval
or supporting documentation).

Review to ensure the correct allocation has been entered, the correct receipt and
any approval or supporting documentation has been attached, and that the
business reason and any comments are accurate.

If any information is missing or inaccurate, you can either update the information
yourself, or request your P-Card Manager to make the updates. See the following
guide (enter link).

9  Review the allocation to ensure it is complete and accurate.

Lewis-Clark State Co

Clear Filters Columns *

Sign  Sign  Sign  Sign
Off off o of
Primary Account Sign Date Date Purchase I ) Imount AH AH APR APR yploal
Accountholder 1D Off Posted  Purchased Amount Vendor Comp]|Val| A located Date Name Date Name Rece
; : .
Depot, Office 1862 none 10/25/2024 10/22/2024 453.12 ODPBUS SOLLLC # 101078 v ivil v 10-01-037101-5-5720 453.12 Yes
Depot, Office 1362 none 10/25/2024 10/22/2024 17578 ODPBUS SOLLLC # 101078 o Il o 11-08-863603-5-5720 175.78 Yes
Depot, Office 1862 none 1012512024 10/22/2024 6297 ODPBUS SOL LLC# 101078 v ivl v 10-10-906101-5-5720 62.97 No
Depot. Office 1862 none 10/28/2024 10/25/2024 125.67 ODPBUS SOL LLC # 101078 vivl ¥ 32-30-977902-5-5720 125.67 No
Depot. Office 1862 none 10/28/2024 10/23/2024 4960 ODPBUS SOL LLC# 101078 il v 10-10-906104-5-5720 49.60 No
Depot, Office 1862 none 10/28/2024 10/26/2024 85.18 ODFPBUS SOL LLC# 101078 v ivdl w 10-09-876101-5-5720 ag.18 Mo
Depot, Office 1862 none 10/28/2024 10/23/2024 446 ODPBUS SOL LLC# 101078 vivl v 10-10-918102-5-5720 446 No
Depot, Office 1862 none 10/28/2024 10/25/2024 2565 ODPBUS SOLLLC# 101078 vivl v 10-09-876101-5-5720 25.65 No
Depot, Office 1862 none 10/28/2024 10/25/2024 30.37 ODPBUS SOL LLC# 101078 v ivl v 10-08-852101-5-5720 30.37 No
Show per page Il <1 Page: [T ] of 1 [»|

To determine the correct expense object, review the Expense Object list on the
Accounts Payable site:

https://www.lcsc.edu/controllers-office/accounts-payable


https://www.lcsc.edu/controllers-office/accounts-payable

10

Below is an example of incomplete allocations.

Pur[ghm;sed F;{Imrcglﬁf Vendor Allocation Aﬁmtd
4 1002172024 8.89 ODPBUS SOLLLC# 101078 11-01-038601-5-5720 8.89
4 1072212024 &7.15 ODP BUS SOLLLC#101078 10-10-913102-5-5720 87.15
4 1002272024 453.12 ODP BUS SOLLLC # 101078 10-01-037101-5-5720 45312
4 10/22/2024 189.89 ODPBUS SOLLLC#101078 11-08-863603-5-5720 189.89
4 1002212024 175.78 ODP BUS SOLLLC# 1014 75.78
4 10/2212024 6297 ODPBUS SOLLLC#101(§8 B62.97
4 10/25/2024 125.67 ODP BUS SOLLLC #101( 25.67
4 10/23/2024 49.60 ODPBUS SOLLLC# 1014 49.60
4 10/26/2024 8818 ODP BUS SOLLLC# 1014 88.18
4 1002372024 4.46 ODPBUS SOLLLC #1010 4.46
4 10/25/2024 25.66 ODP BUS SOLLLC# 1014 25.65

1072572024 30.37 ODP BUS SOLLLC # 1014 30.37

Show per page

ion o [ Upload Receipt |

11

Allocation Desc Refgr]gnoe Comments  Compl\
PJOOT32T PJO07327 o I
PJO0T481 PJ007481 v v
ODP BUS SOLLLC # 101078 - Purchase PJ007466 Comment {(more) ¥ v
PJO0T7463 PJ007463 v v
ODP BUS SOLLLC # 101078 - Purchase PJ007463 ¥ 1w
ODP BUS SOLLLC #101078 - Purchase PJ007467 = I~
ODP BUS SOLLLC #101078 - Purchase PJ007523 x Iv
ODP BUS SOLLLC # 101078 - Purchase PJ007501 = In
ODP BUS SOLLLC #101078 - Purchase PJD07530 x Iv
ODP BUS SOLLLC # 101078 - Purchase PJ007481 x |w
ODP BUS SOLLLC # 101078 - Purchase PJ007528 x Iv
ODP BUS SOLLLC # 101078 - Purchase PJ007524 x |w

have a receipt uploaded, transactions with a No, do not.

%'ﬁn

Amount AH
Allocated Date

Review the Uploaded Receipt column. Transactions with a Yes in this column do

Clear Filters

Sign  Sign
o of
APR

AH
Name Date

R ofies purchased 'Amounmt
18 100252024 102272024 453.12
18 10/25/2024  10/22/2024 175.78
18 10/25/2024 1072202024 62.97
1@ 10/28/2024 10/25/2024 125.67
e 10/28/2024  10/23/2024 49.60
ne  10/28/2024  10/26/2024 88.18
1e  10/28/2024 1072372024 4.46
e 10/28/2024 10/25/2024 25.65
e 10/28/2024 10/25/2024 3037

Show per page

ODP BUS SOL LLC # 101078 v vl v
ODP BUS SOL LLC # 101078 v ivwl w
ODP BUS SOLLLC # 101078 v Ivl ¥
ODP BUS SOL LLC # 101078 v ivl v
ODP BUS SOL LLC # 101078 v ivl w
ODP BUS SOLLLC # 101078 v Ivl v
ODP BUS SOLLLC # 101078 v ivl v
ODP BUS SOLLLC # 101078 v ivl v
ODP BUS SOL LLC # 101078 v Ivl o

10-01-037101-5-5720 453.12
11-08-863603-5-5720 175.78
10-10-906101-5-5720 62.97
32-30-977902-5-5720 125.67
10-10-906104-5-5720 49.60
10-09-876101-5-5720 88.18
10-10-918102-5-5720 4,46
10-09-876101-5-5720 25.65
10-08-852101-5-5720 30.37

(<] <] Page: of 1 [ (2]



12

transaction.

Click on the Yes to view the receipt(s) and business reason attached to each

Lewis-Clark State College

Date
Posted

10/25/2024
10/25/2024
10/25/2024
10/28/2024
10/28/2024
10/28/2024
10/28/2024
10/28/2024
10/28/2024

13

Date
Purchased

10/22/2024
10/22/2024
1012212024
10425/2024
1042372024
10426/2024
10423/2024
10425/2024
10425/2024

CompjVallAuth

Purchase
Amount Vendor

45312 ODPBUS SOLLLC#101078 v Iv | v
17578 ODPBUS SOLLLC#101078 v v v
62.97 ODP BUS SOLLLC # 101078 v Ivil v
125.67 ODP BUS SOLLLC # 101078 v vl o
4960 ODFPBUS SOLLLC # 101078 v IVl v
88.18 ODPBUS SOLLLC # 101078 v Il
446 ODPBUS SOLLLC# 101078 v ivil v
2565 ODFBUS SOLLLC # 101078 v I oW

3037

separate window.

ODF BUS SOL LLC # 101078 vivi v

Allocation

10-01-037101-5-5720
11-08-863603-5-5720
10-10-906101-5-5720
32-30-977902-5-5720
10-10-906104-5-5720
10-09-876101-5-5720
10-10-918102-5-5720
10-09-876101-5-5720
10-08-852101-5-5720

Amount
Allocated

453.12
175.78
62.97
125.67
49.60
88.18
448
25.65
30.37

Clear Filters

Sign  Sign  Sign  Sign
off of of

AH AH APR APR
Date Name Date Name

Columns

Uploaded
eceipt

LAl v

=
i

=
a

EEEEEIEE|

Click "Receipt", then "View Receipt" to view the receipt. The receipt will openin a

Signed Off Flagged All
12 [ i i Account Si Date Date Purchase
?924 5l Document m':,",,',:'.?.’gum 1D (r#rn Posted  Purchased Amount Vendor Comp|Val|Auth A
@ || U
+ TXNODOR&g ==
O 104936060075 - Receipts
1 | TXNOOO|
sl O TXNODO| Upload Receipt
Date ] ed Date i File Size i Docum
sl O @ Txvooo . ploaded By File Name Description
8l | O @ TXN0oO
) 10/30/2024 Depot Office  10/16/2024 Receipt 185.3 KB Office supplies for Bob TXNOOO
(] [ TXNOOO
o O @ TXNOOD 1 Selected | 1item | 185.3 KB & View Receipt (<1 <] Page: | 1 |of1
F
" : IEHEait
el IEIEREEE N o~ I Remove [ view por |
e 0 TXNOOO|
‘
Show | 250 w | per page




14

Review the business reason entered in the receipt description. The business

reason must include a description of what the purchase was and who it was for.

Click Close.

-5720 45312 =
ceipt 5 N -5720 62.97 No
late File Name File Si Description ocument ID G ery No

p-5720 49.60 No
6/2024 Receipt 1853 KB Office supplies for Bob NO0D84852

-5720 88.18 No

Show |10~ | per page = | of 1 [ () s L 5
i| 5720 25.65 No

p-5720 30.37 No

[Cioso
Show per page <] <] Page: |I| of 1 [ B

ded Settings | Payment Center

15

relevant to the transaction.

Date

Date
Sign Off Posted  Purchased

10/03/2024 09/30/2024
10/04/2024
10/07/2024
10/07/2024
10/07/2024
10/07/2024

10/01/2024
10/04/2024
10/02/2024
10/03/2024
10/03/2024
10/07/2024  10/03/2024
10/07/2024  10/02/2024
10/07/2024  10/03/2024
10/07/2024  10/04/2024
10/07/2024  10/04/2024
10M10/2024  10/08/2024

10/11/2024  10/09/2024

Purchase
Amount

121.48
7.10
20.63
1459
93.82
3881
98.55
a7.89
3199
48711
40.69
9821

79.36

ODP BUS SOLLLC # 101078
ODP BUS SOL LLC # 101078
ODP BUS SOLLLC # 101078
ODP BUS SOLLLC # 101078
ODP BUS SOLLLC # 101078
ODP BUS SOLLLC # 101078
ODP BUS SOLLLC # 101078
ODP BUS SOLLLC # 101078
ODP BUS SOLLLC # 101078
ODP BUS SOLLLC # 101078
ODP BUS SOLLLC # 101078
ODP BUS SOLLLC # 101078

ODP BUS SOLLLC # 101078

v vl v
L v Ll
v vl v
v vl v
v vl v
W | il
v ivl v
v vl v
o |V il
LA v
v v v
o [ il

Allocation

10-01-037105-5-5720
10-01-037105-5-5720
10-09-876101-5-5720
10-01-230104-5-5720
10-09-876101-5-5720
32-30-977902-5-5720
10-01-230104-5-5720
11-08-863603-5-5720
10-09-876101-5-5720
10-09-876101-5-5720
10-01-230104-5-5720
20-01-318269-5-5720

35-30-986915-5-5720

Review the Comments column for any comments added to transactions.
Comments are not required but may be entered to add additional information

Lewis-Clark State College

lear Filters

Columns

Comments

5 389738167001 (more)
0 389738168001 (more)
3 389922547001 (more)
9 387426163001 (more)
2 389922546001 (more)
1 384138374001 (more)
5 387426156001 (more)
o 386747326001 (more)
9 389922531001 (more)

437, 339922545001 (more)

40.69

389927878001 (more)

98.21 386226154001 (more)

79.36 389368767001 (more)



& After reviewing all transactions, the P-Cardholder must sign off on them.

Note that transactions can be signed off individually, or several can be selected

and signed off at the same time.

16 To sign off on a single transaction, select the transaction and click on the drop
down arrow.

RN«

Home Expenses Reports

Expenses = Transactions = Accountholder

fian=actiones Accainthokier

< Pending Sign Off

Advanced Filter

Signed Off

[=] Date - 10/01/2024 - 10/29/2024 +|

10/01/2024 - 10/29/2024

Retain settings
Account - All
Purchase Request - All
Amount Range - All
Dispute Status - All
Account Status - All
Allocation Complete - All
Allocation Valid - All
Allocation Authorized - All

5}

[ [l |l |l |l | e B

O00O0OO0OO0OO0O0CO0OOol

)

Flagged All

- Primary

Document Accountholder

TXN00094911 w Depot, Office
TXNI 4949 Depot, Office
TXN00094951 Depot, Office
TXN00024952 Depot. Office
TXN0O0024974 Depot. Office
TXNO0024975 Depot, Office
TXN00094990 Depot, Office
TXN00095001 Depot, Office
TXNO0095007 Depot, Office
TXNO0095016 Depot, Office

Sign
Off

Date
Posted

10/24/2024
10/25/2024
10/25/2024
10/25/2024
10/25/2024
10/25/2024
10/28/2024
10/28/2024
10/28/2024
10/28/2024

Date
Purchased

1072172024
1072212024
102212024
102212024
1072212024
107222024
10/25/2024
102372024
10/26/2024
107232024

Purchase
Amount

889
a7.15
180.29
45312
175.78
62.97
125.67
4080
83.18
446

Vendor

ODF BUS SOLLLCH
ODFPBUS SOLLLCH
CDPBUS SOLLLCH
CDPBUS SOLLLCH
ODF BUS SOLLLCH
ODPBUS SOLLLCH
CDFBUS SOLLLCH
CDPBUS SOLLLCH
ODFBUS SOLLLCH
ODFPBUS SOLLLCH



17  Click "Sign Off"

Expenses = Transactions = Accountholder

Transactions - Accountholder
== Pending Sign Off ‘ Signed Off ‘ Flagged | All ‘

Advanced Filter

& Primary Account  Sign Date Date Purchase
Document Accountholder D off Posted  Purchased Amount Vendor

10/01/2024 - 10v29/2024 i)

e | I | |
Retain settings
O TXNO0094911  Depot, Office 1862 none 10/24/2024 10/21/2024 889 ODPBUS SOLLLCH
O & | Allocate / Edit 2 none 10/25/2024 10/22/2024 8715 ODPBUS SOLLLC#
e ey 2 O _Z;Signoﬁ 2 none 10/25/2024 1012212024 189.89 ODP BUS SOLLLC#
ilimorntiannc il 80 + View Full Details 2 none 10/25/2024 10/22/2024 45312 ODPBUS SOLLLC#
WLl Sans gl B0 @ pispute 2 none 10/25/2024 10/2212024 17578 ODPBUS SOLLLC#
Eiaccountstamscall sl ¥- | Retry Automatch 2 none 102512024 1012212024 6207 ODPBUS SOLLLC#
| [ Allocation Complete - Al
,. et # O & | Attach to Purchase Request 2 none 10/28/2024 10/25/2024  125.67 ODPBUS SOLLLC#
| [ Allocation Valid - Al «
s =10 Manage Receipts 2 none 10/28/2024 10/23/2024 4960 ODPBUS SOLLLC#
| [+] Allocation Authorized - All il i
- — ;| 2 print 2 none 10/28/2024 10/26/2024 8818 ODPBUS SOLLLCH
O TXNOO095016  Depot. Office 1862 none 10/28/2024 10/23/2024 446 ODPBUS SOLLLCH
O TXNO0095021  Depot, Office 1862 none 10/28/2024 10/25/2024 2565 ODFBUS SOLLLCH
4 TXNO0095035  Depot Ofice 1862 none 10/28/2024 10/25/2024 30.37 ODPBUS SOLLLC#
[ Search [LEH
(=31

18 Enter any comments

Flagged All

Confirm Sign Off X}

Document Am?“:m Sign off 1 transaction(s). P R

s | Comments:

() [ TXNOD0S4911  Depot, Office livi v 11-01-038601-5-57:
[ [ TXN0D094949 Depot, Office lwi v  10-10-918102-5-57
[ [ TXN00094951 Depot, Office llw! v  11-08-863603-5-57:
(] B TXNODDS4952  Depot. Office livi v 10-01-037101-5-57;
() [ TXNODDS4974  Depot, Office livi v  1108-863603-5-572
(] [ TXNOD034975  Depot, Office livi v 10-10-906101-5-57;
() [ TXNOD034990  Depot, Office livi v —5720

() [ TXNOODS5001  Depot, Office liviv —5720

(] B TXNODOSS007  Depot, Office livi v —5720

() [ TXNOOOS5016  Depot. Office 0K | Cancel | IFHENIEEETPY

() E TXNODOS5021  Depot Office 1862  nome 101282024 10/252024 2565 ODPBUSSOLLLC#101078 x iv| v  —5720

10
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5

Click "OK"
Comments:
i v 11-01-038601-5-5720 8.89
viw 10-10-918102-5-5720 87.15
i 11-08-863603-5-5720 189.89
LAk 4 10-01-037101-5-5720 45312
vl v 11-08-863603-5-5720 175.78
i v 10-10-906101-5-57 20 62.97
AR —5720 125.67
vl v 5720 49.60
i v —=-5720 88.18
ok | Cancel | IEEPENEECIPT 4.45
1862 none 10/28/2024 10/25/2024 2565 ODPBUS SOLLLC#101078 = v | ¢ 5720 25.65
1862 none 10/28/2024 1002572024 30.37 ODPBUS SOLLLC # 101078 x Ivl w 5720 30.37

Show per page <1< Pa

20

Expenses = Transactions = Accountholder

B Signed off 1 transaction. View Details

==

To sign off on multiple transactions, locate the transactions you want to sign off
and click the checkbox to the left of the transaction.

Transactions - Accountholder

Pending Sign Off

Advanced Filter

Signed Off

=] Date - 10/01/2024 - 10/29/2024 4|

10/01/2024 - 10v29/2024
Retain settings

Account - All
Purchase Request - All

Amount Range - All

Dispute Status - All

Account Status - All

Allocation Complete - All

Allocation Valid - All
Allocation Authorized - All

b |l fo e

CARICIRI{"I81 =1

)

JO0OO0O0O0O00O0 oo

Flagged All

- Primary Account Sign Date Date Purchase
Document Accountholder D Off  Posted Purchased Amount Vendor
[# TXNO0094949 Depot, Ofiice 1862 none 10/25/2024 10£22/2024 87.15 ODPBUS SOLLLC#
TXNO0D94951 Depot, Office 1862 none 10/25/2024 1072272024 180.89 ODPBUS SOLLLC#H
TXN0O0094952 Depot. Office 1862 none 10/25/2024 10/22/2024 45312 ODPBUS SOLLLCH
TXN0O0024974 Depot. Office 1862 none 10/25/2024 10/22/2024 175.78 ODPBUS SOLLLCH
TXNO0094975 Depot, Office 1362 none 10/25/2024 1072272024 62.97 ODPBUS SOLLLC#
TXNO00S4990 Depot, Office 1862 none 10/28/2024 10£25/2024 12567 ODFBUS SOLLLC#
TXN0O0095001 Depot, Office 1862 none 10/28/2024 10/23/2024 4960 ODPBUS SOLLLCH
TXN0O0095007 Depot, Office 1862 none 10/282024 10/26/2024 58.18 ODPBUS SOLLLCH
TXNO0095016 Depot, Office 1862 none 10/28/2024 10/23/2024 446 ODPBUSSOLLLCH
TXNO0D95021 Depot. Office 1862 none 10/282024 10725/2024 2565 ODPBUS SOLLLC#
T TYNONNGSN2R Nannt Nfica 18R nana  1NDRINIA 10OEDNIA N7 ONPRIS SO 110#

11



Once you have checked the transactions that you want to sign off on, click the
21 i
ign Off button.

e e
S TXNOO094949  Depot Office 1862  none 10/25/2024 10/22/2024  87.15 ODPBUS SOLLLC#H
[#] Account - Al 5 TXNOO094951  Depot Office 1862  none 10/25/2024 10/22/2024  189.89 ODPBUS SOLLLC#H
[#] Purchase Request - All sh O TXN00094952  Depot. Ofice 1862 none 10/25/2024 10/22/2024 45312 ODPBUS SOLLLC#
FHAmomnLEange Al EHl im TXNOOD94974  Depot Office 1362  none 10/25/2024 10/22/2024 17578 ODPBUS SOLLLC#
. Dispute St Al 8| () @ TXNO0094975  Depot Ofice 1862  none 10/252024 10/222024 6297 ODPBUS SOLLLC#
st Sl 3l || (] @ TXNO00D94990  Depot Ofice 1862  none 10/282024 10/252024 12567 ODPBUS SOLLLC#
[l Allocation Complete Al 8l || 5 3y TxN00095001  Depot Office 1862  mone 10/28/2024 10/23/2024  49.60 ODPBUSSOLLLCY
Faliocaion yand 2l 3l | (] @ TXNOO095007  Depot Office 1862  none 10/28/2024 10126/2024  88.18 ODPBUS SOLLLC#
i Allocation Authorized -Al 8| || - [ 7xN000s5016  DepolOfice 1862  none 10/282024 1012312024 446 ODPBUS SOLLLC#
(] B TXNO0095021  Depot Office 1862  none 10/28/2024 1072512024 2565 ODPBUS SOLLLCH
() [ TXNO0095035  Depot Office 1862  none 10/28/2024 1072512024 3037 ODPBUS SOLLLCH

4

[ Searcn [1:EET
2 Selected | 11 items Show per page

[ oy nutomten ([ wass iocare § atacn oot 00 07 Juoions oconr |

Training Guides | Training Videos | Digital Privacy Notice | Your Privacy Choices &% | Recommended Settings | Payment Center

22  Enter any comments

Reports

3 = Accountholder

saction. View Details

ff Signed Off Flagged All
Sign off 2 transaction(s)
Comments:
0/29/2024 - Primary
2| Document Accountholde; mpivallAuth
‘024 izt ]
TXNOD094949  Depot, Office viw A
£ TXN00094951 Depot, Office @i |
All sl | O TXND0094952  Depot. Office viv 1
L8] N TXN0O0094974 Depot, Office ey
510 TXNOD094975  Depot, Office viwv 1
8O TXNO0094990  Depot Office S
- Al
sl O TXN0O0095001 Depot, Office bl
8l O TXNO0095007  Depot, Office mm, wilae

12



23 Click "OK"

Comments:

b (v v 10-01-037101-5-5720 45312
f v v 11-08-863603-5-5720  175.78

f iv 1« 10-10-806101-5-5720 62.97
rivi v 32-30-977902-5-5720 125.67

f 1vi v 10-10-906104-5-5720 4960
EEN,) . . ooesosso sas

0t Office 1862 none 10/28/2024 10/2372024 446 ODPBUS M# 101078 v 1w »  10-10-918102-5-5720 4.46
0t Office 1862 none 10/28/2024 10/25/2024 2565 ODPBUSSOLLLC#101078 v Ivi v 10-09-876101-5-5720 25.65
0t Office 1862 none 10/28/2024 10/25/2024 3037 ODPBUSSOLLLC#101078 « 1w 1 «  10-08-852101-5-5720 30.37

Show [250_ | per page << Pa

i | Upload Receipt

Once a transaction is signed off, it will leave the Pending Sign Off section and
show in the Signed Off section.



24  Click on the Signed Off tab to view transactions that have been signed off.

Works

Home Expenses Reports

Expenses = Transactions = Accountholder

| B Signed off 1 transaction. View Details

Trqn_s_.q.cﬁ_pn_r, -Accoun hg!ng

<= Pending Sign OF Signed Off Fllgged All

Advanced Filter

| Date - 1000112024 102912024 o,

- Primary Account Sign Date Date Purchase
Document Accountholder ID Off Posted  Purchased Amount Vendor

10/01/2024 - 10/29/2024 ]

Retain settings
] TXNO00S4047 Depot, Office 1862 AH 10/03/2024 09/30/2024 12148 ODF BUS SOLLLC#
[=] Account - OFFICE DEPOT s8] O TXND0024101 Depot, Office 1862 AH  10/04/2024 10/01/2024 710 ODPBUSSOLLLCH#
["OFFICE DEPOT | p| (O B TXN00D94135 Depot, Office 1862 AH  10/07/2024 10/04/2024 2063 ODPBUS SOLLLC#
— = - [ TXNOD0D4143 Depot, Office 1862 AH  10/07/2024 10/02/2024 1459 ODPBUS SOLLLC#
Amount Range - All sl O TXN0O0024161 Depot, Office 1862 AH 10/07/2024 10/03/2024 9382 ODPBUS SOLLLC#
Dispute Status - Al % O TXNO0094179 Depot, Office 1862 AH 10/07/2024 10/03/2024 3881 ODPBUS SOLLLC#
T i (] TXNO0024190 Depot, Office 1862 AH  10/07/2024 10/03/2024 98.55 ODPBUS SOLLLC#
Allocation Complete - Al & (] TXNO0094218 Depot, Office 1862 AH  10/07/2024 10/02/2024 87.80 ODFPBUS SOLLLC#

25 Click on the calendar icon to select the date range

Home Expenses Reports

Expenses = Transactions = Accountholder

B Signed off 1 transaction. View Details

Transactions - Accountholder

<< Pending Sign Off Signed Off Flagged All

Advanced Filter

Primary Account Sign Date Date Purchase

e e v Doctiment  Accountholder 1D Off  Posted  Purchased Amount Vendor

10/01/2024 - 10/20/2024 ®m 0

S O TXNOO094047  Depot Office 1862 ~ AH  10/03/2024 09/30/2024 12148 ODPBUSSOLLLC#
[l Account- OFFICE DEPOT o] [ TXN00094101 Depot, Office 1862 AH  10/04/2024  10/01/2024 710 ODPBUS SOLLLC#

OFFICE DEPOT ol O TXNO0094135  Depot, Office 1862  AH  10/07/2024 10/04/2024 2063 ODPBUSSOLLLC#
p“mse R;q;'est S - [J @ TXNOD094143  Depot Ofice 1862  AH  10/07/2024 10/02/2024 1459 ODPBUS SOLLLC #
PE——— 3 O TXNO0094161  Depot Office 1862  AH  10/07/2024 10/03/2024 93.82 ODPBUSSOLLLC#
Esp Sl A =l = TXNOO094179  Depot Office 1862  AH  10/07/2024 10/03/2024 3881 ODPBUSSOLLLC#
e = = TXNOO094190  Depot Office 1862 ~ AH  10/07/2024 10/03/2024 9855 ODPBUS SOLLLC#
Allocation Complete - Al = = TXN00094218  Depot Office 1862  AH  10/07/2024 10/02/2024 87.89 ODPBUS SOLLLC#
Allocation Valid - Al = = TXN0O0094225  Depot Office 1862  AH  10/07/2024 10/03/2024 3199 ODPBUS SOLLLC#

14



26 Click "Month-to-Date" or other date range

Select Dates x|
] 4[5 [6 [7 |8 [9 [10] = MM DD YY
e 1 [ 12 [13 [14 [15 [16 [17 e 10 2024 |
18 |19 |20 |21 |22 |23 |24 10 29 2024
25 |26 |27 |28 [29 [30 |31
- H i
September 2024 = th Allocation A
SR (e Bz 15 1« 15 1s B ® Mmonth-to-Date O selected Week
2 19 T10 11 (12113 s O cycle-to-Date O selected Month
¥ TXN00094047  Depl 0 10 17 (1 [15 T20 10 = [ O salected Cycle 10-01-037105-5-5720
¥ TXN00094101  Depl 22 23 |24 [25 |26 [27 [28 10-01-037105-5-5720
~ -
F TXNODD94135 Dep 29 |30 g Previous Week ,L:_) Today 10-09-876101-5-5720
3 TXNO0DS4143 Depd October 2024 Previous Month ) Custom 10-01-230104-5-5720
2 3 4 O past 30 days
F TXNO0D94161  Depl 6 7 8 9 10 11 12 = 10-09-876101-5-5720
' Previous Cycle
13 14 15 16 17 18 19 30 in
T TXN00D94179  Depi Busurne O pase B doys 32-30-977902-5-5720
¥ TXN00D94190  Depl e e 10-01-230104-5-5720
F TXN00094218 Depd T Apply to | Date Posted v 11-08-863603-5-5720
F TXNO0094225  Dep [1 2] 10-09-876101-5-5720
27 Click "OK"
3|16 |1/ 18 |19 |20 | ./ Year-to-Date ./ Selected Cycle T
2|23 |24 |25 |26 |27 [28 10-01-037105-5-5720 710 10/07/2024 Higgins, Diana
= ')
130 8"“""“5”‘*’" oy Today 10-09-876101-5-5720 2063 10/08/2024 Higgins, Diana
October 2024 Previous Month Custo
ki) e RSO 10-01-230104-5-5720 1459 10/08/2024 Higgins, Diana
O Past 30 days
- ) 10-09-876101-5-5720 93.32 10/08/2024 Higgins, Diana
@] Previous Cycle
O past BT days 32-30-977902-5-5720 38.81 10/08/2024 Higgins, Diana
10-01-230104-5-5720 98.55 10/08/2024 Higgins, Diana
Apply 1o | Date Posted v 11-08-963603-5-5720 87.89 10/08/2024 Higgins, Diana
10-09-876101-5-5720 31.99 10/08/2024 Higgins, Diana
PR P PO N P -
A 10-09-876101-5-5720  487.71 10/08/2024 Higgins, Diana
[ ox_|"cancer |
Show |10 w | per page [<1<] Page:| 1 |0

| Recommended Settings | Payment Center




28 Click search

[=] Account - OFFICE DEPOT o] [ TXNO0094101 Depot, Office 1362 AH  10/04/2024 10/01/2024 7.10 ODPBUS SOLLLC#

OFFICE DEPOT o O TXNO0094135  Depot, Office 1862 AH  10/07/2024  10/04/2024 2063 ODPEBUS SOLLLC#
mre— " 0 TXN00094143  Depot, Office 1862 AH  10/07/2024  10/02/2024 1459 ODPBUS SOLLLC#
PE—— - 0 TXNO0094161  Depot Office 1862 AH  10/07/2024 10/03/2024 9382 ODPEBUS SOLLLC#
Dispute Status - Al s 0 TXND0094178  Depot Office 1862 AH  10/07/2024  10/03/2024 3881 ODPEBUSSOLLLC#
e =l [ TXNO0094190  Depot, Office 1862 AH  10/07/2024  10/03/2024 9855 ODPBUS SOLLLC#
Allocation Complete - Al 5 | () [ TXNO0034218  Depot Office 1862 AH  10/07/2024  10/02/2024 8789 ODPBUS SOLLLC#
Allocation Valid - Al =1 = TXNO0094225  Depot Office 1862 AH  10/07/2024 10/03/2024 3199 ODPBUSSOLLLC#
Allocation Authorized - Al s | (] TXN00094237  Depot. Office 1862 AH  10/07/2024 10/04/2024 48771 ODPBUS SOLLLC#

XN reset

0 Selected | 26 items

Show per page

Training Guides | Training Videos | Digital Privacy Notice | Your Privacy Choices

@@= | Recommended Settings | Payment Center

© 2024 Bank of America Corporation. All rights reserved.

Last login Tuesday October 29, 2024, 4:31 PM CDT.

Review the "Sign Off AH Date" and "Sign Off AH Name" columns. The P-Cardholder
and date of sign off will show in these fields. The "Sign off APR Date" and "Sign Off
APR Name" fields will populate once the P-Cardholder's Supervisor signs off.

29

Clear Filters Columns w

Sign  Sign
Date Purchase : Amoun Sign Off Sign Off AH BAPR APR ploaded
'urchased Amount Vendor Comp|Val|Auth Allocation Allocate AH Date Name eceipt
v
10/30/2024 12148 ODPBUSSOLLLC#101078 v i1v i v  10-01-03710555720 1214} 10/04/2024 Higgins, Diana
00112024 7.10 ODPBUSSOLLLC#101078 v iv i v  10-01-037105-55720 7.8 100072024 Higgins, Diana
0/04/2024 2063 ODP BUS SOLLLC # 101078 v ivi o 10-09-876101-5-5720 2068 10/08/2024 Higgins, Diana
0/02/2024 1459 ODPBUSSOLLLC#101078 v ivi v  10-01-230104-5-5720 145 10/08/2024 Higgins, Diana
0/03/2024 9382 ODPBUSSOLLLC#101078 v iv ! v  10-09-876101-5-5720 93.8) 101082024 Higgins, Diana
0/03/2024 38.81 ODPBUSSOLLLC#101078 v 1w v  32-30-977902-5-5720 388__!_ 10/08/2024 _Higgins, Diana|
0/03/2024 9855 ODPBUSSOLLLC#101078 v 1w i v  10-01-230104-5-5720 9855 10/0812024 Higgins, Diana Yes
0/02/2024 87.89 ODPBUSSOLLLC#101078 v 1v | v  11-08-863603-5-5720 87.89 10/08/2024 Higgins, Diana Yes
0/03/2024 3199 ODPBUSSOLLLC#101078 « iv i v  10-09-876101-5-5720 3199 10/08/2024 Higgins, Diana Yes
0/04/2024 48771 ODPBUSSOLLLC#101078 v 1w v  10-09-876101-5-5720  487.71 10/08/2024 Higgins, Diana Yes

A rvams

@ | czaim mn
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Ensure all transactions are reconciled and signed off prior to the Works Sweep
date. The transactions must be reconciled and signed off early enough to allow
time for sign off by the P-Cardholder's Supervisor.
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