Individual P-Card Managers: How to
Reconcile Transactions

LEWlsFéﬁCLARK

STATE COLLEGE

This guide will walk the Individual P-Card Manager through the steps of allocating,
entering a business reason and comments, and uploading
receipts/approval/supporting documents. **Individual P-Card Managers must NOT
sign off on transactions. It is the responsibility of the P-Cardholder to sign off, then
the P-Cardholder's Supervisor.**

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.

BANK OF AMERICA &

Home Expenses Reports

Expenses = Transactions = Accountholder

All

J Signed Off

Flagged

Advanced Filter

Date - 10/01/2024 - 10/28/2024 o Account Date Date Purchase
& S V21 sl Document Primary Accountholder ID Posted  Purchased Amount Vendo
Account - All 5 0
BTN Reqiests AN 3l (] TXNO0024665 10/18/2024  1017/2024 1596 LEWIS-CLARKEC
Amount Range - All e
[ TXNO0D24676 10018/2024  10/M17/2024 36.00 ARTBEAT, INC
Dispute Status - All e
] [ TXNDOD24701 10/18/2024 10/117/2024 16.26 DOLLAR TREE
Account Status - All il
O TXNODDS4867 10/23/2024  10/21/2024 237.83 LEWIS CLARK ST,
Allocation Complete - All 8|
— O TXNO0D24911 10/24/2024 1002172024 8.89 ODPBUS SOLLL(
Allocation Valid - All &
5 z = O TXNO0094934 1002512024 10/24/2024 6.39 AMAZON MKTPLI
[#] Allocation Authorized - All %
[} TXNO0094949 10/25/2024  10/22/2024 87.15 ODPBUS SOL LLt
O TXNO0094950 10/25/2024 1012412024 97.95 AMAZON MKTFL!

4  Click the calendar icon.

Home Expenses Reports

Expenses = Transactions = Accountholder

<= Pending Sign Off Signed Off Flagged All

Advanced Filter

[=] Date - 10/01/2024 - 10/28/2024 « i Account Date Date Purchase
: 2l Document Primary Accountholder iD Posted  Purchased Amount Vendo
10/01/2024 - 10/28/2024 m 0
Retain settings
. 0 TXN00094665 10/18/2024 1011712024 15.95 LEWIS-CLARK BC
Account - All sl O TXN00094676 101182024 10/17/2024 36.00 ARTBEAT, INC
Purchase Request - All sill | TXN00094701 10/18/2024  10/17/2024 16.26 DOLLAR TREE
Amount Range - Al 8O TXN00094867 10/23/2024 10/21/2024 23783 LEWIS CLARK ST,
llispuleStatuse Al L8] e TXN00D24911 1012412024  10/21/2024 880 ODPBUS SOL LL(
Account Status S4l 8l || O ® Txnoo09a934 10/252024 1012412024 639 AMAZON MKTPLI
Aliccation Complete 4l S0 TXN00094949 101252024 10/22/2024 87.15 ODP BUS SOLLL(
[+#] Allocation Valid - All 5|
0 TXN00094950 101252024 10/24/2024 97.95 AMAZON MKTPL
[+ Allocation Authorized - All 5| — ’
O TXN00084951 10125/2024 10/22/2024 18989 ODP BUS SOL LL(
—
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5

Select Month-to-Date or other date range option
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Click "OK"
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“’ Year-io-Date

O previous Week
O previous Month
O past 30 days

O Previous Cycle

O past [ days

Apply to | Date Posted

_ Selected Cycle

O Today
O custom

v

MM DD Yy
g0 N1 (2024 |
10 28 2024 Amount
cation Allocated
© Month-to-Date O Selected Week St e
O cycle-to-Date O selected Month i :
O vYear-to-Date O selected Cycle \hkaoren i
p101-5-5720 16.2¢
8 Previous Week g Today 101-5- 237.8;
Previous Month Custom }601-5-5720 8 8c
O past 30 days
6.3¢
O previous Cycle
| F
O vese—Jus 102-5-5720 87.1*
97.g¢
Apply fo [Date Posted v 1503-55720  189.8¢
4531z

101-5-5720

101-5-

601-55720

102-5-5720

1603-5-5720

072572024 102272024 6207 ODPBUSSOLLLC#101018 —5720
10/28/2024 10/25/2024 12567 ODPBUSSOLLLC#101078 —5720
10/28/2024  10/25/2024 499 AMAZON MKTPL QGSLTSKK3 —5720
10/28/2024  10/25/2024 1273 AMZN Mkip US 4341U4273 —5720
10/28/2024  10/2312024 4960 ODPBUSSOLLLC# 101078 —5720
10/28/2024  10/26/2024 8818 ODPBUSSOLLLC #101078 —5720
10/28/2024 10/27/2024  147.98 DMI DELL K-12/GOVT -
10/28/2024  10/25/2024 2099 AMAZON MKTPLE796PTCA3 —5720
10/28/2024  10/23/2024 446 ODPBUSSOLLLC # 101078 —5720

16.26
237.83
8.89
6.39
87.15
97.95
189.89
453.12
537.15
19.19
175.78
62.97
12567
499
1273
4960
8818
147.98
20.99
445

DOLLAR TREE - Purchase

LEWIS CLARK STATE CATERI - Purchas
PJ007327

AMAZON MKTPL BK9540953 - Purchase
FJ007481

AMAZON MKTPL FP9MS4853 - Purchas
PJ007463

ODP BUS SOLLLC # 101078 - Purchase
AMAZON MKTPL 410AQ0NE3 - Purchas
AMAZON MKTPL DCEBUG2BES - Purchas
ODP BUS SOLLLC # 101078 - Purchase
ODP BUS SOL LLC # 101078 - Purchase
ODP BUS SOL LLC # 101078 - Purchase
AMAZON MKTPL QG5LT5KK3 - Purchas
AMZMN Mkip US 434/1U4273 - Purchase
ODF BUS SOLLLC # 101078 - Purchase
ODFP BUS SOLLLC # 101078 - Purchase
DMI DELL K-12/GOVT - Purchase
AMAZON MKTPL E796P7CA3 - Purchast
ODP BUS SOLLLC # 101078 - Purchase



7  Click the Retain Settings button and then click Search.

[ Amount Range -AII
Dispute Status - All
Account Status - All

| [ Allacation Complete - Al
[+] Allocation Valid - All
[+] Allocation Authorized - All
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Document

TXMNO0OD94665
TXNOODI4676
TXNOOD4701
TXNO0D94867
TXN0O0D94911
TXNO0D94934
TXN00094949
TXN00094950
TXN00094951
TXN00094952
TXN00094953
TXNO0094973
TXNO0094974
TXNO0094975
TXNO0024390
TXN0O0094295
TXN00095000
TXN00095001
TXNO0D95007
TXMNO0D95009
TXNO0DD95014

Primary Accountholder

Account
D

Date
Posted

100182024
1001812024
1001812024
1002312024
1002412024
1002512024
10/25/2024
10/25/2024
10/125/2024
10/25/2024
10/25/2024
10/25/2024
10/25/2024
1012512024
10/28/2024
1042812024
1012812024
1012812024
1002812024
1012812024
1012812024

Date
Purchased

101772024
101712024
101772024
10/21/2024
10/21/2024
10/24712024
10/22/2024
10/24/2024
1012212024
10/22/2024
10/24/2024
10/25/2024
10/22/2024
10/22/2024
10/25/2024
10/25/2024
10252024
102372024
10/26/2024
1012712024
107252024

Purchase
Amount

15.96
36.00
16.26
237.83
8.89
6.39
87.15
97.95
189.89
453.12
537.15
19.19
175.78
62.97
125.67
4.99
1273
49.60
88.18
147.98
2099

Vendor

LEWIS-CLARK BOOKSTORE
ARTBEAT, INC

DOLLAR TREE

LEWIS CLARK STATE CATERI
ODP BUS SOLLLC # 101078
AMAZON MKTPL BK9540953
ODP BUS SOL LLC # 101078
AMAZON MKTPL FPOMS4853
ODP BUS SOL LLC # 101078
ODP BUS SOL LLC # 101078
AMAZON MKTPL 410AQ0N83
AMAZON MKTPL DC6UG2BE3
ODP BUS SOL LLC # 101078
ODP BUS SOL LLC # 101078
ODF BUS SOLLLC # 101078
AMAZON MKTPL QG5LTSKK3
AMZN Mkip US 4341U4273
ODP BUS SOLLLC # 101078
ODF BUS SOLLLC # 101078
DMI DELL K-12/GOVT
AMAZON MKTPL E796P7CA3

view transactions for. If you do not select a specific account, you will see all
Individual or Department P-Cards that you manage.

Allocat

10-10-90610
10-10-90610
10-10-90610
10-10-90610
11-01-03860
—5720
10-10-91810
—5720
11-08-86360.
—5720
=~=5720
—5720
—5720
—5720
—5720
—5720
—5720
—5720
—5720

—b5720

Tip! If you are the Individual or Department P-Card manager for multiple cards,
you may want to select which account (cardholder or department card name) to
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Expenses = Transactions = Accountholder

Transactions - Accountholder

l << | Pending Sign Off | signed Off ‘

Click the plus button next to Account

‘Advanced Filter

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

| Aﬁ)ount Range —Ail
il Dispute Status - All
[ Account Status - All

i Allocation Complete - All

' ATocatj;n.\..Fﬂlid -All

: Allocation Authorized - All

[Search (IS

9

Search.

Expenses = Transactions = Accountholder

Flagged ! All !
= Account ~ Date Date  Purchase
Document Primary Accountholder 1D Posted  Purchased Amount ‘Vendo
= (L I | |

(] TXNO0OD94665 10/18/2024 10M17/2024 15.96 LEWIS-CLARK BO

O TXNO0D24676 10/18/2024  10/M17/2024 36.00 ARTBEAT, INC

L2 N (] TXNOOD24701 10/18/2024  10M17/2024 16.26 DOLLARTREE
!J: [ [ TXNO00824867 10/23/2024 1012172024 237.83 LEWIS CLARK ST
| Il il TXNO0DO4911 10/24/2024 1012172024 889 ODPBUS SOL LL(
“"J' O TXNO0D24954 10/25/2024  10/24/2024 6.39 AMAZON MKTPL
lﬂ. O TXNO0D94949 10/25/2024 1002212024 87.15 ODPBUS SOL LL(
m' (] TXNO0094950 10/25/2024 100242024 97.95 AMAZON MKTPLE
2] O TXNO0024951 10/25/2024 1012272024 189.80 ODP BUS SOL LL(
3 TXNO0D24952 10/25/2024  10/22/2024 45312 ODP BUS SOL LL¢
O TXNO0094953 10/25/2024  10/24/2024 537.15 AMAZON MKTPL «
O TXNO0D94973 10/25/2024  10/25/2024 19.19 AMAZON MKTPLI
(] [ TXNOD0S94974 10/25/2024 1002212024 17578 ODP BUS SOL LL(

Enter the name of the individual or department p-card in this field, then click

Transactions - Accounthoider
<= | Pending Sign Off | Signed Off ‘

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

Amouﬁt Range —AII-
i Disput_e_s_tatus - AI_I
i. Account Status. - All
i Allocation Complete - All

| [ Allocation Valid - Al

! Allocation Authorized - All

Flagged ! All !
i Account ~ Date Date  Purchase
Document Primary Accountholder 1D Posted  Purchased Amount Vendo
= IO I/l | |

[ TXNOOD94665 10/18/2024 10M17/2024 15.96 LEWIS-CLARK BO

O TXNO0D24676 10/18/2024 1017/2024 36.00 ARTBEAT, INC

1 Em TXNOOD24701 10/18/2024 101772024 16.26 DOLLARTREE
7 ' O TXNO0024367 10/23/2024 1002172024 237.83 LEWIS CLARK ST,
O TXNOOD24911 10/24/2024 1002172024 8.89 ODPBUS SOLLLt
jj: [ TXNOOD24934 1002512024 1002472024 6.39 AMAZON MKTFPLI
ﬂ, 7 TXNO0094949 10/25/2024 1012212024 87.15 ODPBUS SOL LL(
sl | O TXNO0094950 10/25/2024 1002412024 97.95 AMAZON MKTPLI
*l | O TXNO0D24951 10/25/2024 1002212024 189.89 ODP BUS SOL LLt
| O TXNO0OD24952 10/25/2024  10/22/2024 45312 ODPBUS SOL LL¢
— ] B TXNO0094953 10/25/2024 1012472024 537.15 AMAZON MKTFL ¢
[ TXNO0DS4973 10/25/2024 1012512024 1919 AMAZON MKTPLI
O TXNO0D24974 10/25/2024  10/22/2024 17578 ODP BUS SOL LLt
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Select a transaction to reconcile and click on the drop down arrow next to the
transaction.

Transactions - Accountholder
<< | Pending Sign Off | Signed Off ‘

Advanced Filter

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

| OFFICE DEPOT

Amount Range - All

: Dispute Status - All
Account Status - All

| [+] Allocation Complete - All
Allocation Valid - All

: Allocation Authorized - All

[ Searcn BB

0 Selected | 12 items

11

Click "Allocate / Edit"

Flagged | Al ‘
i Primary Account  Date Date Purchase
Document Accountholder 1D Posted  Purchased Amount Vendor
B0l | J | | |

[} TXNOOD94911 Depot, Office 1862 10024/2024  10/21/2024 889 ODPBUS SOLLLC# 10107

O TXN0O0094949 Depot, Office 1862 10V25/2024 10/22/2024 8715 ODP BUS SOLLLC# 10107

O TXN0O0094959 Depot, Office 1862 10V25/2024 107222024 189.89 ODP BUS SOLLLC# 10107

O TXN00094952 w Depot. Office 1862 10V25/2024 10/22/2024 45312 ODP BUS SOLLLC# 10107
= " [0 [ TXNO0094974 Depot. Office 1862 10/25/2024 1002242024 175.78 ODP BUS SOL LLC # 10107
4l O TXNO0ODD4975 Depot, Office 1862 10/25/2024  10/22/2024 6297 CDP BUS SOLLLC# 10107
ﬂ. O TXN0O0094990 Depot, Office 1862 10v28/2024 10/25/2024 125.67 ODP BUS SOLLLC# 10107
®l (] TXN0OO0095001 Depot, Office 1862 10V28/2024 10/23/2024 49.60 ODP BUS SOLLLC# 10107
] O TXNO0095007 Depot, Office 1862 10028/2024  10/26/2024 88.18 ODP BUS SOLLLC # 10107
0 O TXNO0OD95016 Depot. Office 1862 10/28/2024 1002372024 446 ODP BUS SOLLLC# 10107
O TXN0O0095021 Depot, Office 1862 10V28/2024 10/25/2024 2565 ODP BUS SOLLLC# 10107

O TXNO0095035 Depot, Office 1862 10v28/2024 10/25/2024 30.37 ODP BUS SOLLLC # 10107

4

Chrur | 26N w# | nar nana

Transactions - Accountholder
<< | Pending Sign Off | Signed OFf ‘

Advanced Filter

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

| OFFICE DEPOT

Amount Range —AII

| [ Dispute Status - Al
Account Status - All

| [+] Allocation Complete - All
Allocation Valid - All

: Allocation Authorized - All

[ Searcn[JEEEEY

0 Selected | 12 items

Flagged | Al ‘
i Primary Account  Date Date Purchase
Document Accountholder 1D Posted  Purchased Amount Vendor
® O J | | |

O TXN0O0024911 Depot, Office 1862 10v24/2024 107212024 289 ODPBUS SOLLLC# 10107
(] TXN0O0094949 Depot, Office 1862 10V25/2024 10/22/2024 8715 ODP BUS SOLLLC# 10107
O TXNO0094951 Depot, Office 1862 1W25/2024 1012242024 189.89 ODP BUS SOLLLC# 10107
O TXNO0094952 Depot. Office 1862 10/25/2024 1002242024 45312 ODP BUS SOLLLC# 10107
gl i) @ Allocate / Edil 2 10V25/2024 107222024 175.78 ODP BUS SOLLLC # 10107
iJJ" O z Sign Off 2 10V25/2024 10/22/2024 62.97 ODP BUS SOLLLC# 10107
ﬂJ. G : | View Full Details 2 10v28/2024 10/25/2024 125.67 ODP BUS SOLLLC# 10107
ﬂ. O M @ Dispute 2 10/28/2024 1012342024 4960 ODP BUS SOLLLC# 10107
™ = - Retry Automatch > 10282024 10/26/2024 8318 ODP BUS SOLLLC# 10107
s | O & | Attach to Purchase Request 2 10V28/2024 10/23/2024 446 ODP BUS SOLLLC# 10107
(] -l | Manage Receipts 2 10V28/2024 10/25/2024 2565 ODP BUS SOLLLC# 10107
O g Print 2 10028/2024  10/25/2024 30.37 CODP BUS SOLLLC# 10107

1

Show per page



12  Enter the appropriate Fund, Function, Cost Center, GL Class and Object

10i25/2024 | Source Amount : 453.12 USD 3
Purchase Amount: 453.12 Tax Amount: 0.00 Allocation Total: 453.12 | 100% Variance: 0.00

ik | [0 (037101 | [5 |
l 5720 | Supplies
T —

45312 | 0.00] | 83501
Postal Code Amoum Amount Date Couuh;\v Code Postal Code D Mwﬂ Amount Number
0.00 0.00 10/22/2024 0.00 0.00 000000000000000

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

13 A comment can be entered if needed. Click "Add Comment"

463
466
463
467
523
501
530
481
528

524
Add Comment

L3

MERE

[Sove | “Save ana Atocao et | Close J}

d Settings | Payment Center

@ A comment can be entered to add additional information relevant to the
transaction.

Use this field to add a comment if an approval document was already added to a
prior transaction. For example, if there are multiple transactions in a month
related to a Travel Authorization or IT Approval, attach the approval document to
one transaction. Then add a comment to any subsequent transactions, noting
which transaction the authorization was attached to.

Note that the business reason will be entered in a later step in the Receipt
Description.



14 Enter comments

ails -TXN00094952 - ODP BUS SOL LLC

LIes Ml AMmoun
mmary - Charges for 10/22/24 0.00 1 45312 000 0.00 0.00 10/22/2024
‘tail
Description Unit Amount Quan s eectS : =

i

LJ CC530A BLACK NMB 114.51 1
LJ CC532A,YELLO NMB 112.87 1 Comments:
LJ CC531A,CYAN NMB 112.87 1
LJ CC533A MAGEN NMB 1287 1
®

ST/ QST GST/HST

0.00 0.00
vices

rvices  Price Quantity Total

Qualifier 0.00 0 0.00

[ox [ cancer_
|

15 Click "OK"

sunnnseE. | LOIIINENL

[ox | cancer}

Add Comment

m Save and Allocate Next

| UMIGGU IeLEIPL |

es &% | Recommended Seftings | Paymen




Click "Save", then "Close". You can also click "Save and Allocate Next" to save the
16 . . )
current transaction and open the next transaction for allocation and comments.

Add Comment

-

“sove | “Sove na Atocat et | Close J}

463
466
463
467
523
501
530
481
528
524

T or

Recommended Settings | Payment Center

17 Attach the receipt, any approval or supporting documentation, and enter

the business reason.

10



18 Click on the down arrow button next to the transaction.

e L o o

< Pending Sign Off Signed Off Flagged All

Advanced Filter

it i Rl s Document Acc?)ﬂ#t?}rglder Actltgunt F'E:{gd P“'”E“a;eﬁed Ij{j'r"f;l"ﬂ:f Vendor
10/01/2024 - 10/29/2024 m O
i O TXND0094911  Depot, Office 1862 1012412024 1072112024 889 ODP BUS SOLLLC# 10107
=] Account- OFFICE DEFOT o [ TXN0009494 Depot, Office 1862 10/25/2024  10/22/2024 87.15 ODP BUS SOLLLC # 10107
OFFICE DEPOT ollO TXN00094954 " Depot, Office 1862 10/25/2024 10/22/2024  189.89 ODP BUS SOLLLC# 10107
s ——— - 0 IXN00094952 w Depot. Office 1862 10/252024 10/22/2024  453.12 ODP BUS SOLLLC # 10107
il ii 0O TXND0094974 — Depot. Office 1862 101252024 10/22/2024 17578 ODP BUS SOLLLC # 10107
Dispute Status - Al =l = TXNO0094975  Depot Office 1862 10/25/2024  10/22/2024 6297 ODP BUS SOLLLC# 10107
T E—— = = TXND0094990  Depot, Office 1262 10/28/2024 10/25/2024 12567 ODP BUS SOLLLC # 10107
Bkt oo i = I= TXND0095001  Depot, Office 1262 10/28/2024  10/23/2024 49.60 ODP BUS SOLLLC# 10107
Allocation Valid - All = [ TXND0095007  Depot, Office 1262 10/28/2024  10/26/2024 8218 ODP BUS SOLLLC# 10107
Allocation Authorized - Al s | (] [ TXNOD095016  Depot Office 1862 10/28/2024  10/23/2024 446 ODF BUS SOLLLC# 10107
0 TXNO0095021  Depot, Office 1262 10/28/2024 1072512024 2565 ODP BUS SOLLLC# 10107
[ Search LB 0 TXND0095035  Depot, Office 1262 10/28/2024  10/25/2024 30.37 ODP BUS SOLLLC# 10107
0 Selected | 12 ftems show (250 v | per nace
19 Click "Manage Receipts"
e ) [ TANUUUH4YTT Lepot,_umce A6bL TWLai20£8  TWLT1L0L4 $.6Y UUF BUS SULLLUF 10107
=] Account - OFFICE DEFOT o [ TXNO0094949  Depot, Office 1862 10/25/2024 101222024 87.15 ODP BUS SOLLLC # 10107
OFFICE DEPOT o O TXNO0094951  Depot, Office 1862 10/25/2024 10/22/2024  189.89 ODP BUS SOLLLC# 10107
S ——— n O TXNO0094952  Depot. Office 1262 101252024 10/22/2024  453.12 ODP BUS SOLLLC # 10107
] Amount Range -All = O & | Allocate / Edit 2 10/25/2024 10/22/2024 17578 ODP BUS SOLLLC# 10107
Dispute Status _ Al = = & sign o 2 10/25/2024  10/22/2024 6297 ODP BUS SOLLLC# 10107
T ——— = = = View Full Details 2 10/28/2024 10/25/2024 12567 ODP BUS SOLLLC # 10107
Allocation Complete - All = i= P Dispute 2 10/28/2024  10/23/2024 49.60 ODP BUS SOLLLC# 10107
Allocation Valid - All = (=) %= | Retry Automaich 2 10/28/2024  10/26/2024 8218 ODP BUS SOLLLC# 10107
Allocation Authorized - Al | O & | Attach to Purchase Request 2 10/28/2024  10/23/2024 4456 ODPBUS SOLLLC# 10107
O [E]l | Manage Regeipts 2 10/28/2024 1072512024 2565 ODP BUS SOLLLC# 10107
= reset 0 2 print 2 10/28/2024  10/25/2024 30.37 ODP BUS SOLLLC# 10107
0 Selected | 12 items Show per page

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

© 2024 Bank of America Corporation. All rights reserved.

11



20 Click the Add button.

Retain settings

[

[

H H

No data available in table

&
3
g
(=)

0 Selected | 0 items
PN

Shou per page

=

oo QR

TXN
TXNOO0D

[

&

DDDDDDDDDDDD
# #

2

:

E=]

-

0 Selected | 12 items

TXN00095021 Depot, Office 1862 10/28/2024  10/25/2024 2565 ODP BUS SOLLLC # 10107
TXN00095035  Depot Office 1862 10/28/2024 10/25/2024 3037 ODP BUS SOLLLC# 10107

Show( 250+ | per page

I
S

21 Click "New Receipt"

Retain settings
10493!:0500?5 Recmpts

[

[

| OFFICE DEPOT

=]

=

-

TXNO0095035 Depot, Office 1862 10V28/2024  10/25/2024 3037 ODFP BUS SOLLLC# 10107

D
o
O
O
No data available in table
TXNOOO| :
OE 0 Selected | 0 items Show per page
O
0 [ Add = N[ Remove [ ViewPDF |
0 =
a
0 TXNO0095021  Depot, Office 1862 10/28/2024 10/25/2024 2565 ODP BUS SOLLLC# 10107
O

0 Selected | 12items

Show/ 250w | per page

ey suomain § oss tecae J ntocn | prmi ] sunor |
S
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Click the "*File to Add:" field. The file explorer window will open. Navigate to the

22 folder that you saved the receipts and approval/supporting documents in. Select
the file.
Jorts
Accountholder

Ider
" Suneaon | rases | a1

Add Receipt

For best results, scan images in black & white with a resolution of 300 DPI or lower. Works supports files in the .pdf,
.png, jpg, .gif and jpeg format. Uploaded files will be compressed* and compressed file must be less than 1MB.

i i *Note: PDF files are not compressed and must be less than 1MB natively.
O &#
O & *File to Add: @]Nuﬁbdﬁmaﬂ
0 = Receipt Date: | [ | mmiddiyyyy
0® Description: | |
eS|
O® | 0Selected | 0
0 = L =
0=
0O =
0= ' _I
() B TXNooosso2t  Def B[ Cancer PHIPY
M F TYNOONORNIS Neannt Offire 4RRT AN2RPNI2A  ANPRINIA NI NNP RIS SN 1TC#AMNTR —R7IN0 sy

@ Important Note: Receipt images must be uploaded 1 file at a time.

The following file formats are supported for the upload process: .pdf, .png, .jpg,
.gif and.jpeg.

Each PDF file must be less than 5 MB to upload. Non-PDF file formats can be up to
10 MB.



23  Click the "Receipt Date:" field.

Add Receipt

For best results, scan images in black & white with a resolution of 300 DPI or lower. Works supports files in the _pdf,
_png, jpg, .gif and jpeg format. Uploaded files will be compressed® and compressed file must be less than 1MB.

*Note: PDF files are not compressed and must be less than 1ME natively.

24  Select Receipt date

For best results, scan images in black & white with a resolution of 300 DPI or lower. Works supports files in the _pdf,
.png, .jpg, .gii and _jpeg format. Uploaded files will be compressed® and compressed file must be less than 1MB.

*MNote: PDF files are not compressed and must be less than 1ME natively.

*File to Add: [ Choose File | Amazon Or...y 823300.pdf
ReceiptDate: [ [ mmiddyyyy

pescription: [ o v 1202¢ v O

Su Mo Tu We Th Fr Sa

CAC 2 S| 4 s

o[ 10| nj[ 12|

11 ) 1

| Add v | @ . @”E‘

4

Cox | concer

14



25 Enter the business reason in the Receipt Description field. The business
reason must include a description of what the purchase was and who it was
for.

ed Off Flagged All

Add Receipt

For best results, scan images in black & white with a resolution of 300 DPI or lower. Works supports files in the _pdi,

C .png, .jpg, .gif and _jpeg format. Uploaded files will be « d* and compi d file must be less than 1MB.
i [j |:I *Note: PDF files are not compressed and must be less than 1ME natively. i |
TXNODORAS =
. O H 1049360600 “
88| O @ TxNooo *File to Add: [ Choose File | Amazon Or...y 823300 pdf
ha
[ B TXN0OO Uploa " " i
el ot Receipt Date: | 10/22/2024 {8 | mm/ddlyyyy Documeant It
ﬂ [ [ TXNOOD 0 Description: ] J
™ [ [ TXNOOO|
g || O B TXNOOO o o ected 10 Jotop p
_’T: [J [# TXNOOD|
|| O B TxNooo [ Add ¥
| TXNODO
Ch| g
18| O @ TxNooo|
[ O B TXN00095021  Dej EREEN, = o
O TXN00095035 Depot, Ofiice 1862 10/28/2024 10/25/2024 3037 ODPBUS SOLLLC# 101078 —5720 3037 0O
_ B
Stow 250 ] er page
26 Click "OK"

*File to Add: | Choose File | Amazon Or__y 823300 pdf

Receipt Date: | 10 24 [ | mm/ddiyyyy
Description: | Folders, Pens, Notepads for Jess

[oc | caner’
F

Document ID

[ ] of0p 0

25.65 ODP

1862 10/28/2024 10/25/2024 30.37 ODP BUS SOLLLC # 101078 :557-20/

30.37 ODP

1321 PJUO32s

7481 PJO07481

D7463 PJ007463

BUS SOL LLC # 101078 - Purchase PJ007466
BUS SOLLLC # 101078 - Purchase PJ007463
BUS SOL LLC # 101078 - Purchase PJ007467
BUS SOLLLC # 101078 - Purchase PJ007523
BUS SOL LLC # 101078 - Purchase PJOO7501
BUS SOLLLC # 101078 - Purchase PJ007530

4 | BUS SOLLLC # 101078 - Purchase PJ007481

BUS SOLLLC # 101078 - Purchase  PJ007528
BUS SOLLLC # 101078 - Purchase PJ007524

Show per page
Receipt |

Recommended Settings | Payment Center

[<] <] Page: o

15



27 Click "Close"

x| pras3 PJ007463
BUS SOLLLC # 101078 - Purchase PJ007466 Comment
BUS SOLLLC # 101078 - Purchase  PJ007463
Receipt File
Date File Name Size Description Documer BUS SOLLLC # 101078 - Purchase PJ0O0T467

BUS SOLLLC # 101078 - Purchase PJ007523
10/22/2024 Amazon Order Summary 823300 190 KB Folders, Pens, Notepads for Jess TXN00094 BUS SOL LLC # 101078 - Purchase PJ007501

Show |10+ | per page I<1< Page:[ 1 | of 1> (3 BUS SOL LLC # 101078 - Purchase PJ007530
- — BUS SOLLLC # 101078 - Purchase PJO07481
BUS SOLLLC # 101078 - Purchase PJ007528
BUS SOLLLC # 101078 - Purchase PJ007524

[ cose )} '

STOW 230V e Page <)< Page: | 1 | of1[> [

d Settings | Payment Center

Tip! Receipts can be uploaded to Stored Receipts, then selected when reconciling
the transactions.



28 To add receipts to the Stored Receipts section, Click "Expenses"

Global Card Access Works®

—

BANK OF AMERICA %7

Home Expenses Reports
Expense:s -Transactions older

< PerReceipts 1 Off Flagged All

Advanced Filter

Date - 10/01/2024 - 10/29/2024 Primary Account Date Date Purchase
= . Document Accountholder D Posted  Purchased Amount Vendor
10/01/2024 - 10/20/2024 m 0
Retain settings
O TXNOO094911  Depot, Office 1862 10/24/2024  10/21/2024 889 ODP BUS SOLLLC# 10107
[l Account- OFFICEDEFOT o] [ TXN00094949  Depot, Office 1862 10/25/2024  10/22/2024 87.15 ODP BUS SOLLLC# 10107
OFFICE DEPOT ol O TXN0O0094951  Depot, Office 1862 10/25/2024 10/22/2024  189.89 ODP BUS SOLLLC# 10107
O TXN0O0094952  Depot. Office 1862 10/25/2024 10/22/2024  453.12 ODP BUS SOLLLC# 10107
Purchase Request - All +
TXNO0094974  Depot. Offi 1862 10/25/2024 10/22/2024 17578 ODP BUS SOLLLC# 10107
Amount Range - All il O AL RIE O T
1[I TYNNNNOAGTR Nannt Nffira 12872 ANIRIINIA ANYIINTDA R Q7 NN RIS 1M # 40107

29  Click "Receipts"

Global Card Access Works®

—

BANK OF AMERICA %7

Home Expenses Reports

Expense:  Transactions older
<< | Receipts 1 Off Flagged All

Advanced Filter

Date - 10/01/2024 - 10/29/2024 Primary Account Date Date Purchase
E & Document Accountholder D Posted  Purchased Amount Vendor
10/01/2024 - 10/20/2024 m 0
Retain settings
0 TXNOO094911  Depot, Office 1862 10/24/2024  10/21/2024 889 ODP BUS SOLLLC# 10107
[-JAccount - OFFICEDEFOT o[ = (1) [ TXN00094949  Depot, Office 1862 10/25/2024 101222024 87.15 ODP BUS SOLLLC# 10107
OFFICE DEPOT ol O TXN0O0094951  Depot, Office 1862 10/25/2024 10/22/2024  189.89 ODP BUS SOLLLC# 10107
s e - O TXNOO094952  Depot. Office 1862 10/25/2024 10/22/2024  453.12 ODP BUS SOLLLC # 10107
+| Furchase nhequest - +
B = O TXNOO094974  Depot. Office 1862 10/25/2024 10/22/2024 17578 ODP BUS SOLLLC# 10107
= ]
p———— =10 TXN0OO094975  Depot, Office 1862 10/25/2024  10/22/2024 6297 ODP BUS SOLLLC# 10107



30 Click the Add button

CAPEIDED ~ MELSIPLE

Receipts

Show unattached receipts only

Upload Date File Name
- |

1002872024 Amazon Order Summary 823300

1 Selected | 1item <] <] Page: -1 of 1 [
Voo W L

=3

Receipt Details

*File Name: | |

Receipt Date: | | mmiddiyyyy Click on the file r

Description: | |

Attached To:

Click the "*File to Add:" field. The file explorer window will open. Navigate to the
folder that you saved the receipts and approval/supporting documents in. Select
the file.

W
-

eports

e

For best results, scan images in black & white with a resolution of 300 DPI or lower. Works supports files in the _pdf,
png, .jpa, .gif and .jpeg format. Uploaded files will be compressed® and compressed file must be less than 1MB.

*Note: PDF files are not compressed and must be less than 1ME natively.
1n Order Summary 823300
I<1<] Page: of 1 [> ) "File to Add: No file chosen

Receipt Date: — | mmiddiyyyy

Description:

| mmiddfyyyy -

N,

18



32 Click the "Receipt Date:" field.

Add Receipt

ipts only

For best results, scan images in black & white with a resolution of 300 DPI or lower. Works supports files in the .pdf,
png, .jpg, .gif and jpeg format. Up files will be comp ed® and compressed file must be less than 1MB.

*Note: PDF files are not compressed and must be less than 1MB natively.

<4q Paga:moﬁpbﬁ *File to Add:
Receipt Date:

i Description:

[ Choose File | LC Organiz... 10.2023 pdf
[ | mmiddiyyyy

— ‘

ok [ cance

33 Select the receipt date

For best results, Scan IMages n black & white with a resolution of 300 UFI or lower. Works supports files in the _pdr,
png, .jpg, .gif and _jpeg format. Uploaded files will be comp d* and comp d file must be less than 1MB.

*Note: PDF files are not compressed and must be less than 1MB natively.

[l<1<1 Page: [E of 1> [ “File to Add: | Choose File LC Organiz... 10.2023.pdf
Receipt Date: | & | mmiddiyyyy

Description:

l

mm/ddiyyyy

l

m Cancel
4




34 Enter the business reason in the Receipt Description field. The business reason
must include a description of what the purchase was and who it was for.

Add Receipt E

For best results, scan images in black & white with a resolution of 300 DPI or lower. Works supports files in the .pdf,
File Name .png, .jpg, .gif and _jpeg format. Uploaded files will be compressed® and compressed file must be less than 1MB.
*Note: PDF files are not compressed and must be less than 1MB natively.
ary 623300
K1) Page: of 1 [ ] *File to Add: LC Organiz... 10.2023 pdf
Receipt Date: | 10212024 i mm/ddlyyyy
Description: (] ]
| mmiddiyyyy b
"k | cancel
A
35 Click "OK"

‘File to Add: | Choose File | LC Organiz... 10.2023.pdf

‘eceipt Date: | 10/21/2024 [ | mmidddyyyy

Description: | Fuel for rental car for Boise ID trip for Jess

F

20



36 Continue to add receipts following the steps above.

Receipts

Show unattached receipts only

Upload Date File Name
0 |

[ 10/20/2024

[:] 10/29/2024 Amazon Order Summary 823300

0 Selected | 2 items <1< Page: of 1> 5]
e N
Receipt Details

*File Name: | |

Receipt Date: | | mm/ddiyyyy

Description: | |

Attached To:

@ The receipts will be available to select from when reconciling transactions.

Click on the file r

21



37  Select a transaction to add a receipt to; click on the down arrow button.

R
< Pending Sign Off Signed Off Flagged All

Advanced Filter

Date - 10/01/2024 - 10/29/2024 A Primary Account  Date Date Purchase
& . Document Accountholder ID Posted  Purchased Amount Vendor
[=| Account - OFFICE DEPOT 88 (15
OFFICE DEPOT yol TXNO0094911 Depot, Office 1862 10/24/2024 1012112024 889 ODP BUS SOLLLC# 10107
d =
Purchase Request - Al o TXNO0094949 Depot, Office 1862 101252024 1012212024 87.15 OQDP BUS SOLLLC# 10107
Amount Range - All ®l TXNO0094951 Depot, Office 1252 10/25/2024  10122/2024 189.89 ODP BUS SOLLLC# 10107

=4
O0000O
#

Dispute Status - Al TXND0094952 . Depot, Office 1862 10/25/2024 10/22/2024 45312 ODP BUS SOLLLC # 10107
Account Status - Al ) TXNO0094974 w Depot, Office 1862 10/25/2024 10/22/2024 17578 ODP BUS SOLLLC # 10107
Allocation Gomplete - All 4 TXNO0094975 Depot, Office 1862 10/25/2024 101222024 62.97 ODP BUS SOLLLC # 10107
Allocation Valid - All s 0O TXNO0094990  Depot Office 1862 10/28/2024 10/25/2024 12567 ODP BUS SOLLLC # 10107
Allocation Authorized -All 8| | [] TXNO0095001  Depot, Office 1862 10/28/2024 1012312024 4960 ODF BUS SOLLLC # 10107
R 0 TXNO0095007  Depot Office 1862 10/28/2024  10/26/2024 8218 ODP BUS SOLLLC # 10107
— 0 TXNO0095016  Depot, Office 1862 10/28/2024  10/23/2024 445 ODP BUS SOLLLC# 10107

0 TXNO0095021  Depot Office 1862 10/28/2024  10/25/2024 2565 ODP BUS SOLLLC# 10107

0 TXNO0095035  Depot Office 1862 10/28/2024  10/25/2024 3037 ODP BUS SOLLLC # 10107

0 Selected | 12 items Show per page

38 Click "Manage Receipts"

FTANUUUTSIFY

.

TWLDZWER  TWNELIEUL S Gr. 12 JUr ous oL LLWH IV IUS

=
|C

BRUL_ UL 1350,

Purchase Request - All

e

I
Amount Range - All o || ) [ TXNOOD94951  Depot Office 1862 10252024 10222024 18989 ODP BUS SOLLLC# 10107
[ Dispute Status - Al 4| ) B TXNO0094952  Depot Office 1362  10/25/2024 10222024 45312 ODP BUS SOLLLC# 10107
[#] Account Status - All ¢ || [ [ TXNOO0S4974  Depot.Office 1852  10/252024 102212024 17578 ODP BUS SOLLLC# 10107
[ Allocation Complete - Al = = & | Allocate / Edit 2 100252024 102202024 6297 ODP BUS SOLLLC# 10107
[ Allocation Valid - Al | O ®m | sionor 2 1002812024 102512024 12567 ODP BUS SOLLLC# 10107
[ Allocation Authorized - Al (5 | [] = | View Full Details 2 10/28/2024 102372024 4960 ODP BUS SOLLLC# 10107
— O @ Dispute 2 102872024 10/26/2024 8318 ODP BUS SOLLLC# 10107
B e 0 ¥~ | Retry Automatch 2 100282024 1002312024 446 ODP BUS SOLLLC# 10107
O # | Attachi to Purchase Request 2 1002872024 10252024 2565 ODP BUS SOLLLC# 10107
O &l | vEnane Rekeipts 2 10/28/2024 102512024 3037 ODP BUS SOLLLC# 10107

4 print

0 Selected | 12 ftems Show per page

Training Guides | Training Videos | Digital Privacy Notice | Your Privacy Choi &= | Recommended Settings | Payment Center

© 2024 Bank of America Corporation. All rights reserved.

Last login Tuesday October 28, 2024, 12:25 PM CDT.




39 Click Add

s
[ OFFICE DEPOT ¥l I= Besat oo
104936060098 - Receipts
r | =
[# Amount Range - All | e Upload Receipt N ; _
= : - Date  Uploaded By  Date File Name Ll Sz
| [#] Dispute Status - Al ® (O TXNOOO al : ' i | -
+ Account Status - All ; TXNOOO| : ;
. ST o e .ﬂ O Mo data available in table
Allocation Complete - All 3 TXNOOD| -
Elillocation Complete 2ol | 0 Selected | 0 items Show [10__ v | per page
[# Allocation Valid - All Nl =) TXNOOD|
i ocason ooz -1y | 0 ) T oo [ vowror |
: @ TXNO0OO|
| Search D
= O TXNOOD|
O TXNO0095021  Depot Office 1862 10/28/2024 101252024 2565 ODP BUS SOLLLC # 10107
0 TXNO0095035  Depot, Office 1862 10/28/2024 10252024 30.37 ODP BUS SOLLLC# 10107
4
0 Selected | 12 items Show per page

ey sutomain § ass tecae ] ntocn | prn | sun o ] o e

40 Click "Stored Receipt"

e —— - I 0 | [ |
| OFFICE DEPOT | o 0 Biaa 4 4
104936060092 - Receipts
a
Amount Range - All O Upload Receipt o e
= : fAl | AROIEEY Date File Name File Size
| & Dispute Status - Al ] TXNOOO) g ' ' : | -
Account Status - All O TXNOOD - = I
— Mo data available in table
[l Allocalion Completecal O TENOOO 0 Selected | 0 items Show per page
Allocation Valid - All O TXNOOO
| Allocation Authorized - All D TXNOOOD
[J [ TXNOOO| :@ ceipt
| Search | =
== 0 TXNOOD @ Stored Receipt
- O TXNO0095021 m Office 1862 10/28/2024  10/25/2024 25656 ODP BUS SOLLLC # 10107
O TXNO0095035 Depot, Office 1362 10/28/2024  10/25/2024 30.37 ODP BUS SOLLLC# 10107
]
0 Selected | 12 items Show per page

e sutomain § ass tecae ] ntocn | prn | "sun o ] o e

| Training Vide:

23



41 Review the receipts available and select the appropriate one.

Home Expenses Reports

Expenses = Transactions = Accountholder

Transactions - Accountholder

Select Receipts

Pending Sign Off Signed Off
i Show unattached receipts only

Upload Receipt
Date File Name Date Description
L T I i
| OFFICE DEPOT O X [] 10/202024 Chevron Receipt 10/23/2024 Conference registration for Jess in Pullman '

C] T E] 10/29/2024 Receipt 10/M16/2024  Fuel for rental car for Jess iravel to Boise

Amount Range - All 0| A TXV (7] 10/29/2024 Amazon Order Summary 823300 10/22/2024 Folders, Pens, Notepads for Jess

Dispute Status - All ® |l O TX

Account Status - All s O X

Allocation Complete - All & 0O X

[+ Allocation Valid - All sl 0O @m ™

[#] Allocation Authorized - All s 0 X

LIRS Fi
] X} < L
~ =l D Selected | 3 items Show | 10  w | per page <1<l Page: [ 1 |of 10 0
42 Click Attach
s {1 e e e L_J IWLHLUEF  RECBIPL W ID/ZUL3 FUBl U Iend Cdl 1o JEss Udvel 1L buise

Amount Range - All ' [ B TX ] 10/20/2024 Amazon Order Summary 823300 10/22/2024 Folders, Pens, Notepads for Jess

Dispute Status - Al | LB

Account Status - All s (| O TX

Allocation Complete - All & 0O TX

[# Allacation Valid - All s O TX

[#] Allocation Authorized - All s 0 X

O L
Wﬁm 0 . . , Fi

0 Tx| 1 Selected | 3items | 72.8 KB Show per page [<1 <] Page: |I| of 1> [
s [View por || ciose |

-

0 Selected | 12 items 4

s ocate | haacn | prwt ] Sonor |

Training Guid | Training Vide | Digital Pri / Notice | Your Privacy Choi &= | Recommended Settin: Payment Center

)24 Bank of America Corporation. All rig erved.

Last login Tuesday October 29, 2024, 1 PM CDT.




43 Click "Close"

; 7327 PJ007327
Receipt File D7463 PJ007463
= e - il DOCUMENL) o 16 SOLLLC # 101078 - Purchase  PJ007466  Comment
BUS SOLLLC # 101078 - Purchase PJ007463
10/,23/2024 Chevron Receipt 728 KB Conference registration for Jess in Pullman WA TXN000949
BUS SOLLLC # 101078 - Purchase  PJOOT467
St il I Bl T ot BUS SOLLLC # 101078 - Purchase  PJ007523
BUS SOLLLC # 101078 - Purchase PJ007501
, [ BUS SOLLLC # 101078 - Purchase  PJ007530
BUS SOLLLC # 101078 - Purchase PJ007481
m‘ BUS SOLLLC # 101078 - Purchase PJ007528
28/2024 10/25/2024 30.37 ODP BUS SOLLLC# 101078 ——5720 30.37 ODP BUS SOLLLC # 101078 - Purchase  PJ007524
3
Show | 250 * | per page <] <] Page: of 15 B

ed Settings | Payment Center

@ Tip! If the incorrect receipt was attached to a transaction, it can be removed.

25



44 |ocate the transaction and click on the down arrow button

< Pending Sign Off Signed Off Flagged All

Advanced Filter

Hats LURRR0R 1. MERIER 1 o) Document Acczﬂmirgider AC[I:gunt PE:E:U Pugﬁeﬁed F?\Jfrfglljl:f Vendor
[ Account - OFFICE DEPOT 4| a

OFFICE DEPOT RO TXNO0094911 Depot, Office 1362 10/24/2024  10/21/2024 239 ODPBUSSOLLLC# 10107
i e | O TXNO0094949  Depot Office 1862 10/25/2024  10/22/2024 87.15 ODP BUS SOLLLC # 10107
Amount Range - All ™ (= TXNO0094951  Depot Office 1862 10/25/2024 10/22/2024  189.89 ODP BUS SOLLLC# 10107
Dispute Status - Al 8| O TXN00094952 . Depot, Office 1862 10/25/2024 10/22/2024 45312 ODP BUS SOLLLC # 10107
[# Account Status - Al sl O TXNO0094974 w Depot, Office 1862 10/25/2024 10/22/2024 17578 ODP BUS SOLLLC # 10107
Allocation Complete - All | O TXNO0094975 Depot, Office 1862 10/25/2024  10/22/2024 6297 ODP BUS SOLLLC# 10107

[ Allocation Valid - All ®/| (] @ TXNOD0S4990  Depot Office 1862  10/28/2024 10/25/2024 12567 ODP BUS SOLLLC# 10107
[ Allocation Authorized - Al (8| || (] [ TXNOO0S5001  Depot Office 1862  10/28/2024 10/23/2024 4960 ODP BUS SOLLLC# 10107
— () B TXNO00S5007  Depot Office 1862  10/28/2024 10/26/2024 82.18 ODP BUS SOLLLC# 10107
— (] @ TXNO0095016  Depot Office 1862  10/28/2024 10/23/2024 446 ODP BUS SOLLLC# 10107
() B TXNO0095021  Depot Office 1862  10/28/2024 10/25/2024 2565 ODP BUS SOLLLC # 10107
() [ TXNO0095035  Depot Office 1862  10/28/2024 10/25/2024 30.37 ODP BUS SOLLLC# 10107

0 Selected | 12 items Shuw per page

45 Click "Manage Receipts"
|+ FUIrcnase reyuest - Al ﬂ e G, e, e A T T T P STV e e R R S - Bt e R e S SR
/] Amount Range - All o || O [ TXNOOD94951  Depol Office 1862  10/25/2024 1022/2024  189.89 ODP BUS SOLLLC# 10107
[ Dispute Status - Al 4| O B TXNO0094952  Depot Office 1362  10/2512024 10222024 45312 ODP BUS SOLLLC# 10107
[ Account Status - Al ¢ || [ [ TXNOO0S4974  Depot.Office 1852  10/252024 102212024 17578 ODP BUS SOLLLC# 10107
[#] Allocation Complete - Al 1 = (& Allocate / Edit > 10/25/2024 1002212024 £2.07 ODP BUS SOLLLC# 10107
[ Allocation Valid - All Tl fm # | sign or 2 10/28/2024 10/25/2024 12567 ODP BUS SOLLLC# 10107
[ Allocation Authorized - Al 8| | [] B | & View Full Details 2 100282024 1012312024 49.60 ODP BUS SOLLLC# 10107
- 0O @ Dispute 2 10/28/2024 1012612024 82.18 ODP BUS SOLLLC# 10107
My fccel O - | Retry Automatch > 10/28/2024 10/2312024 446 ODP BUS SOLLLC# 10107
O £ | Atiachto Purchase Request > 10/28/2024 1012512024 2565 ODP BUS SOLLLC# 10107
0 &l [Manage Receipts > 10/28/2024 1012512024 30.37 ODP BUS SOLLLC# 10107
£ prnt

0 Selected | 12 items Show per page

Training Guides | Training Videos | Digital Privacy Notice | Your Privacy Choi &= | Recommended Settings | Payment Center

© 2024 Bank of America Corporation. All rights reserved.

Last login Tuesday October 28, 2024, 12:53 PM CDT.




46  Select the receipt that you want to remove

RR LN 104936060098 - Recelpts
TXN0OO|

Transactions - Accountholder

ol o el
c

[

Amount Ranug - All
Disp_ute Status - All

B

[

[#

10/28/2024

O

o o i o o o

[
>
2
2
(=]

0 Selected | 3 items

= =

F B [
- =

2 2%
g 8 8
- e 9

&2
=
2
2
(=]

ECardMagr, Purchasing 10/22/2024 Receipt_Imaging_ll_APJ81_Page_3
ECardMgr, Purchasing 10/22/2024 Receipt_Imaging_lI_APJ&1_Page_2
D 1072972024 PCardMgr, Purchasing 10/29/2024 Receipt_| Imﬂnmg_ll APJ&1_Page_1

159.1K
1188 K
137.9K

Show per page

DDDDDDDDDDD
[
2
=
s

-

0 Selected | 12 items

Show [250 ] per pee

47 Click this button field.

| OFFICE DEPOT

. Amount Rangg - All

5l
[# Dispute Status - Al 8
[#] Account Status - All s
R ecation Complate il 5l
LN
8

[ Allocation Valid - All
[#] Allocation Authorized - All

TXNODO| 1 Sejected | 3 items | 159.1 KB

w

Search .

) (m (ml ) (e (e (m)
HEHEHBHBEBHBHBBEEHE
2
=

TXNOOC 10/29/2024 PCardMar. Purchasing 10/22/2024 Receipt_Imaging_lI_APJ81_Page_3

TXNOOO| (1) 10/29/2024 PCardMgr, Purchasing 10/22/2024
() 10/29/2024 PCardMgr, Purchasing 10/29/2024 Receipt_Imaging_lI_APJ81_Page_1

159.1 KB
Receipt_Imaging_ll_APJ81_Page_2 118.8 KB

137.9 KB

Show per page

-

0 Selected | 12 items

Show 250 v | per page

o L snon

27



48 Click "OK"

Confirm removal of receiptis)

() 1072072024 PCardMgr, Purchasing 10

() 1072012024 PCardMgr, Purchasing 10/

| Remove || View PDF |

49 You can view the receipts by clicking on the file name

lolfo®

0O ®

0O ®

o®T

0 ®

o®

=i v 1183KB 2 TXN0009497
AE t_imaging_Il_APJB1_Page 1  1379KE 1 TXN0009497
o=® Show 10 v per page 0<0 <1 Page: [T | of 10> ©
EERl o L renon | veror

0 ®

Close
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50 Click "View Receipt"

o] = Primary Account Date Date Purchase ) Amount
Document Accountholder (1] Posted Purchased Amount Vendor Allocation Allocated
Ll =
ol (| TXNOOOD|
TXNOOD| ——
bl O [ v Removed 1 receipt. [x]
| (=) Txnooo| | | Y
8l O TXNOOO|
[ 1] pmppicaffind ey Usgoau Receipt ‘
s O B TXN00O te Uploaded By Date File Name File Size Description Document ID
bl [[] [H TXNOOO| U
ol O @ TxNooo [ 10/29/2024 PCardMgr, Purchasing 10/22/2024 Receipt.imaging_ll_APJ81_Page_2 1188KB 2 TXN00094974
) @ Txnoop) O 107292024 EQaraWor Purchasing 1012612024 || VieW Receipt 137.90K8 1 TXND0094974
(] [ Txnooo| 0 Selected | 2items I Edit 1<1 < Page: [ 1] of 1> [0
[ [ TXNOOO|
O TXNOOD
‘
i
SNOW| 250V [ DeT Page

51 The receipt will open in a separate window. View receipt. Click Close.

Ix]
| p7463 PJ007463
BUS SOL LLC # 101078 - Purchase PJ007466 Comment
ki - BUS SOLLLC # 101078 - Purchase PJ007463
s File Name Floks Description DocumentID | oo o0 11 ¢ # 101078 - Purchase  PJ007467
BUS SOL LLC # 101078 - Purchase PJ007523
10/22/2024 Receipt_Imaging_Il_APJ81_Page_2  1188KE 2 TXN00094974
BUS SOL LLC # 101078 - Purchase  PJ007501
10/20/2024 Receipt_Imaging_ll_APJ81_Page_1  137.0KB 1 TXN00094974
N ARt e i BUS SOL LLC # 101078 - Purchase  PJ007530
Show |10 v |perpage U< Page:| 1 | of1B> Bl } gys soL LLC # 101078 - Purchase  PJ007481
] BUS SOL LLC # 101078 - Purchase PJ007528
BUS SOLLLC # 101078 - Purchase PJ007524
:
] .
— U g <1 <] Page: [ 1] of 1 (> []

pd Settings | Payment Center
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Review all transactions to ensure they have been fully allocated and a receipt is
attached. Navigate to Expenses, then click on Transactions. Click on the Pending
Sign Off tab, enter the applicable date range, enter P-card name in the Account
field if desired, then click Search.

Review the Allocation column to ensure all transactions have been allocated. In
the example below, the transactions boxed in green have been allocated. Those
boxes in red have NOT been allocated.

10/24/2024
10/25/2024
10/25/2024
10425/2024
10/25/2024
10/25/2024
1042812024
10/28/2024
10428/2024
10428/2024
10/28/2024
10/28/2024

Date
Purchased

102172024
10/22/2024
1012272024
10/22/2024
10/22/2024
102272024
10/25/2024
10/23/2024
10/26/2024
10/23/2024
10/25/2024
10/25/2024

Purchase

Amount

8.89
87.15
453,12
189.89
175.78
6297
12567
49.60
2813
446
2565
30.37

Vendor

ODF BUS SOLLLC# 10107
ODP BUS SOLLLC# 10107
ODP BUS SOLLLC # 10107
ODP BUS SOLLLC # 10107
ODP BUS SOLLLC # 101078

Amount

Allocation

11-01-038601-5-5720
10-10-918102-5-5720
10-01-037101-5-5720
11-08-863603-5-5720

11-08-863603-5-5720

ODP BUS SOLLLC# 10107
ODP BUS SOLLLC# 10107
ODF BUS SOLLLC# 10107
ODP BUS SOLLLC # 10107
ODP BUS SOLLLC # 10107,
ODF BUS SOLLLC# 10107
ODF BUS SCLLLC# 10107

—-5720
—-5720
—--5720
—-5720
—5720

—-5720

Allocated

8.89
&87.15
45312
189.89
175.78
62.97
125.67
49.60
88.18
445

25.65

Show per page

30.37

Allocation Desc

PJOO7327

PJ0074531

‘ODP BUS SOLLLC # 101078 - Purchase
PJ007463

ODP BUS SOLLLC # 101072 - Purchase
‘ODF BUS SOLLLC # 101078 - Purchase
ODP BUS SOLLLC # 101078 - Purchase
ODP BUS SOLLLC # 101078 - Purchase
ODP BUS SOLLLC # 101078 - Purchase
ODP BUS SOLLLC #101078 - Purchase
ODF BUS SOLLLC # 101078 - Purchase
‘ODP BUS SOLLLC # 101078 - Purchase

CRI
Referenc

PJ007327
PJ007481
PJO0746E
FJ007462
PJ007462
PJ007467
PJ007522
PJ007501
FJO0T53C0
PJO0T7481
PJ007528
PJ007524
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Review the Uploaded Receipt column. Transactions with a Yes in this column do
have a receipt uploaded, transactions with a No, do not. You can click on the Yes
to view the receipt(s) attached to each transaction.

location

38601-5-5720
18102-5-5720
37101-5-5720
53603-5-5720
53603-5-5720

Amount
Allocated

8.89
87.15
453.12
189.89
175.78
62.97
125.67
49.60
88.18
4.46
25.65
30.37

Allocation Desc

PJ007327
PJ00T481

ODP BUS SOLLLC # 101078 -

PJ007463

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 -

Show | 250 w | per page

Purchase

Purchase
Purchase
Purchase
Purchase
Purchase
Purchase
Purchase

Purchase

CRI

PJ00T327
PJOOT481
PJ007466
PJ007463
PJ00T463
PJ00T467
PJ007523
PJ0OT501
PJ007530
PJ00T481
PJ007528
PJ0O7524

Comments

Comment (more)

Comp|VallAuth

Clear Filters = Columns

Sign Sign Sign Sig
Off o%f Off Off

[l<] <] Page:

Ensure all transactions are reconciled prior to the Works Sweep date. The
transactions must be reconciled early enough to allow time for sign-off by the
P-Cardholder and P-Cardholder’s supervisor. Individual P-Card Managers must
NOT sign off on transactions. It is the responsibility of the P-Cardholder to
sign off, then the P-Cardholder's Supervisor.
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