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SECTION 1: STATEMENT CYCLE & DUE DATE 
A. Statement Cycle: First business day of the month through the last business day of the month. 
B. Statements Due:  15th of each month (i.e., June’s statement is due by July 15th). 

1. DO NOT submit or run a statement until the 4th of each month, to ensure that all entries have posted 
to your account after the cycle closure. 

 

SECTION 2: CONTACTS FOR HELP 
A. cardhelp@drury.edu 
B. Christie Garrison  cgarrison@drury.edu  417-873-7200  
C. Elizabeth Ussery  eussery@drury.edu  417-873-6350  
D. Chelsey Dollarhide  cdollarhide001@drury.edu 417-873-7711 
 

SECTION 3: GETTING STARTED 
A. Supported Browsers 

1.   Internet Explorer (version 10 or later), Firefox, Chrome, or Safari. 

B. Login Link 

1. www.centresuite.com 
 

 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
C. Username: 

1. Your username will be assigned by Security Bankcard Center, not Drury University.  As CentreSuite 
usernames are not unique to only Drury University, it may not be as simple as first initial, last name, 
etc.  Please refer to your welcome emails from the bank to obtain your correct username. 

 

mailto:cardhelp@drury.edu
mailto:cgarrison@drury.edu
mailto:eussery@drury.edu
mailto:cdollarhide001@drury.edu
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SECTION 4: SYSTEM QUIRKS 
A. Name and Account Searches 

1. When performing searches, 
you must precisely match the 
term for which you’re 
searching with what is in the 
system (i.e., if you’re searching 
for Drury University, the 
system will not search for 
Drury or University only).   

2. To perform a broader search, 
you must use an asterisk (*) to 
perform a “wild card” search.   

3. You may place the asterisk 
before your search term (as 
when searching for a last 
name), after your search term 
(as when searching for a term 
that begins with the characters 
you’re using), or on both ends 
of your search term (as when 
searching for a middle 
component of an account 
number. 

4. If you have trouble locating a 
search term or account 
number, please contact a 
program administrator for 
assistance. 
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B. Don’t Use the Web Browser Back 
and Forward Buttons 

1. Much like the University’s 
MyDrury system, CentreSuite is 
not designed to use your web 
browser’s Page Back/Page 
Forward buttons.  Use of these 
buttons will redirect you to the 
first screen within a sequence 
of tasks, likely not where you’d 
intended. 

2. Instead, look for links on pages, 
such as Back to Search, etc. or 
use the drop down menus at 
the top of your screen and 
subsequent links to navigate to 
the page you need. 

 

X 
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SECTION 5: STATEMENT RECONCILIATION 
A. At the close of each statement cycle, 

cardholders will receive an email 
from CentreSuite notifying them 
that their statements are ready for 
reconciliation. 

 

B. Log into the CentreSuite website. 
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C. Your home screen shows system 
announcements and cardholder 
tasks. 

 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 

 

System announcements and cardholder 
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D. The main focus for cardholders 
should be the My Tasks section. 

 

Main cardholder focus 
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E. From the Home page, click on 
Create Expense Report. 
1. You may also reach the expense 

report creation screen by 
clicking on Expenses from the 
menus at the top of the screen, 
then Manage Expenses from 
the drop-down menu, then 
clicking the Create Expense 
Report button. 
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F. Select the card whose statement 
you will reconcile.   
1. Most cardholders will have 

access to choose only their own 
card, but those serving as 
proxies may have multiple card 
options. 

2. The first time you reconcile a 
card’s statement, you must 
perform a search for the chosen 
card. 
a. Click on Select a different 

account. 
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b. Type your search term in 
the Name on Account box, 
then click Search. 
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c. Select your card from the 
list of search results.   

 
d. The system will 

automatically send you to 
the previous screen once 
you select a card.                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                          
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G. Once you have selected your card, 
you will: 
1. Name your expense report  

a. Required format is Month, 
year, first name, last name, 
(e.g., December 2018 John 
Doe). 

2. Select your cycle (normally 
Statement Cycle Last Day 
(Last)). 
a. NOTE: If you are reconciling 

a statement other than the 
one currently due (i.e., you 
are working on a past due 
statement), you must 
contact a program 
administrator for assistance 
in selecting the correct date 
range for your expense 
report. 

3. Make sure the Auto-attach 
transactions box is checked. 

4. Click on SKIP TO LAST STEP. 
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H. The top of the last step screen gives 
you a summary of your expense 
report and the opportunity to 
correct errors in your report name 
or cycle selection.   
1. DO NOT alter which charges the 

system attaches to your 
expense report; the system 
automatically attaches all 
charges that apply to a given 
cycle. 

 

I. Your transactions will appear at the 
bottom of the last step screen.  They 
will sort automatically by post date. 
1. You may re-sort them at any 

time by clicking on any of the 
column headings. 

 

 

x 
Use Step 1 to 
correct report 
name or cycle 
selection. 

X 
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J. There are multiple transaction, icons 
in this area, correlated to functions 
or additional data. 
1. Do not use the areas covered by 

Xs at right. 

 

K. To obtain more transaction and 
merchant information, click on the 
three-dot icon next to the charge’s 
post date. 

 

x 
Indicates a Level 

3 Transaction  
Individual Transaction Split 

Transaction & Merchant Details 

x Multi-Transaction/Group Tasks 

Group Allocation Group Split 
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1. The Transaction Detail screen 
will default to the Transaction 
Information section, which 
shows: 
a. The merchant 
b. The charge amount 
c. The original currency 

denomination 
d. The original currency 

amount 
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2. To open additional transaction 
information, click on the arrow 
icons at right. 

 

3. The Merchant Information 
section shows all 
merchant/vendor information 
that is available to the bank. 
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4. Level 3 merchants are those 
who transmit all transaction 
details for a purchase, including 
itemization of goods/services, to 
the bank.   
a. These details may be found 

in the Purchase section on 
the Transaction Details 
screen. 
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L. Single/One-at-a-Time Transaction Reconciliation  
1. Click on the charge you want to 

reconcile. 
2. Enter your purchase description 

in the first box.   
a. A purchase description is 

required for each 
transaction. 

b. Descriptions with minimal 
detail are required; greater 
detail is preferred (e.g., “Gas 
for team travel to NCAA post 
season game,” “Airfare for 
XYZ conference,” etc.). 

c. One-word descriptions will 
not be accepted (e.g., gas, 
food, travel, hotel, etc.).   

 

3. Your general ledger (GL) account 
number, comprised of 16 digits, 
is broken into two segments in 
the credit card system: 
a. Account Number: First 11 

digits 
b. Budget Line: Last five (5) 

digits. 

 

4. You may type in your account 
number or perform a search by 
clicking on the button in the 
Account Number box. 
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5. Once in the search, you may 
search by account number or 
account description. 
a. NOTE: It is best to use an 

asterisk (*) to search an 
account name, as typing in 
the precise account name as 
it has been entered in the 
system may be difficult due 
to abbreviations, acronyms, 
punctuation variations, etc. 

6. Select the correct account 
number and click OK. 

 
 
 
 
 
 
 
 
 
 
 
 

 

OR 
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7. Once your account number is 
entered, proceed in the same 
manner to enter your budget 
line. 

 

 

8. Enter your receipt status: Y for 
yes, N for no. 

 
 
 
 
 

 
 
 
 
 
 

9. If there is a purchase order (PO) 
number associated with a 
transaction, you must enter the 
PO number in the PO# box. 
a. Failure to enter associated 

PO numbers on your credit 
card statement will cause 
problems with 
encumbrances created by 
POs and lead to budget 
inaccuracies. 

 

10. It is recommended that you save 
your progress regularly to avoid 
losing data due to system time-
outs or other issues. 
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11. If you save before all statement 
information is entered, you may 
ignore the orange error message 
that appears regarding unfilled 
fields and proceed with your 
next item or exit the system. 

 

M. Multiple Transaction Reconciliation 

1. Click in the action boxes next to 
the charges you want to 
reconcile.   

2. Click on the Allocate icon above 
your transaction list. 

 

3. Within the Batch Allocation box, 
you may assign single fields or 
multiple fields to your selected 
transactions (i.e., Description 
only; Account number only; 
etc.), or any combination of the 
fields (i.e., Description + Account 
number + Budget line). 

4. When you have entered all your 
data, click Save. 

 

 
 



 

405.202G2: University Credit Cards: Cardholder Duties v2018.04.001 22 

5. Your group-allocated 
information will now show in 
your transactions list. 

 
6. Any fields not allocated as a 

group may be filled on this 
screen. 
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N. Using Account Numbers from Another Department 

1. You will have access in 
CentreSuite only to accounts 
within your department and/or 
division.  If you have approval to 
make charges on behalf of 
another department/division, 
you cannot enter the other 
department’s/division’s account 
number in CentreSuite. 

2. Instead, there is a placeholder 
number in your list of account 
numbers, 33333333333, 
Authorized by Other 
Department.   

3. In the Description field, enter 
your transaction description as 
normal, then add the account 
number you were authorized to 
use, and the name of the person 
who authorized the use.   

4. Enter 33333333333 in the 
Account Number box in 
CentreSuite, or select it from 
your list of accounts. 

5. Match this account number with 
any one of your available budget 
lines. 

6. Never make purchases for 
another department without 
first obtaining authorization. 

 



 

405.202G2: University Credit Cards: Cardholder Duties v2018.04.001 24 

O. Splitting Transactions 
1. Single Transaction Split 

a. Click on the circle icon next 
to the charge you want to 
split. 

 

b. On the split screen, you may 
choose to split by percent or 
amount and the number of 
splits you need. 

 
 
 

 

c. Complete all the fields as 
you would for an un-split 
transaction. 

d. You must enter a 
description for each section 
of the split, even if the 
description is the same. 

e. The total percent of a split 
transaction must equal 
100%; the total amount of a 
split transaction must equal 
the total cost of the charge. 

 

X 
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f. Your split transaction will 
now show as two separate 
transactions in your 
transaction list. 

 

g. To edit or remove your split, 
click on the split icon next to 
one of your split charges. 

 

h. Edit your split as needed, or 
click on Unsplit and Return 
to remove the split and 
return the transaction to a 
single line item. 
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2. Multiple Transaction Split 
a. Select the charges you want 

to split, then click on the 
split icon at the top of your 
transaction list. 

 

b. Enter your split data as you 
would for a single 
transaction split and save. 

 

c. You will see separate 
charges for each section of 
each split charge in your 
transacion list. 

 
d. You may edit the splits as 

you would for a single 
transaction split. 
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e. Before you sumbit your 
expense report, ensure that 
all required fields are filled 
and save your data. 
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P. Digital/Electronic Receipt Attachment 
1. Paperless Statements with 

Digital/Electronic Receipts 
The University will no longer collect hard-copy statments.  Instead, you will attach electronic copies of your 
receipts to your statement within CentreSuite and submit the entire statement online. 
 
You may save digital copies of receipts from vendors, photograph your receipt(s) with your mobile phone or tablet, 
or use a scanning device (stand-alone scanner, copier scanner, printer scanner, etc.) to create an electronic copy of 
your receipt(s).   
 
It is recommended that you collect all of these images in a monthly folder on your computer or other safe device. 
 
NOTE: Receipts should be organized when scanning in batches.  Disorganized scans with overlapping or unreadable 
receipts will not be accepted. 
 
NOTE: Restaurant transactions require both the tip and itemized receipts be attached to the statement, preferably 
scanned/photographed side-by-side. 

2. Once all of your transaction data 
is entered and saved in 
CentreSuite, you will return to 
the top of the screen and click 
on Step 3: Manage Receipts. 
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3. From the expanded section, 
click on Upload Receipts. 

 

4. On the Upload Receipts screen, 
note the file requirements for 
your documents/images. 
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5. Click Browse to find your saved 
documents/images. 

 

6. Select your files as you would 
when attaching files to an email. 
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7. Once you are sure all of your 
receipts are present, click 
Upload and Attach. 
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8. You will receipt a success 
message for each receipt image 
saved successfully. 

 
9. You may also see all of your 

attached images on the 
Available Receipts screen. 

 
 

 

 



 

405.202G2: University Credit Cards: Cardholder Duties v2018.04.001 33 

10. Once all of your receipts are 
attached successfully, save your 
expense report again. 

 
11. You are not ready to submit 

your expense report until your 
report summary shows your 
charges are attached. 
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Q. Printing Your Expense Report 
1. While it is not required, you may 

print a copy of your expense 
report for digital or hard copy 
storage (digital storage is 
preferred). 

 
2. Click on Print Expense Report. 

 

3. Select your print options. 
 

4. We recommend printing your 
receipts with your statement, 
but do not include line items 
(Level 3 itemized receipt data). 

 
5. Click Continue and download 

your file for digital or hard copy 
printing. 

 



 

405.202G2: University Credit Cards: Cardholder Duties v2018.04.001 35 

R. Submit Your Expense Report 
1. When you are sure all 

transaction data is entered and 
all receipts are attached, you 
may Submit your statement. 

 

2. Select the box next to all 
approvers listed for your report 
(both the interim and final 
approvers). 
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3. You will receive immediately a 
processing message. 
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SECTION 6: APPROVER-REJECTED STATEMENTS 
A. If your approver rejects your 

statement, you will receive 
immediately an email from 
CentreSuite. 
1. In the email you will see: 

a. Who rejected your 
statement 

b. The link to return to your 
statement 

c. Notes on what corrections 
are necessary for your 
statement to be approved 

2. Use the link in the email to 
return to CentreSuite or go to 
www.centresuite.com and log 
in as usual. 

 

http://www.centresuite.com/
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B. On your home screen, under My 
Tasks, click on the In Progress link. 

 

C. Your expense report will show a 
status of Rejected. 

 

D. Click on the Details icon to open 
your statement. 
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E. Correct the receipt or transaction 
information as requested by your 
approver, Save your changes, then 
Submit. 

 

F. In the pop-up box, select your 
approvers, then click Submit. 
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G. Your statement will now show that 
it is Pending Approval. 

 

 
 
 
 

Congratulations!  You have completed the statement reconciliation process.
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SECTION 7: FAQS 
A. How do I return to an expense report already created? 

1. On the Home screen, under My 
Tasks, click on In Progress. 

 

2. From your list of statements in 
progress, click on the Details 
icon (three dots) to open your 
statement. 
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B. Can I work on my statement mid-cycle? 
1. Yes and no.  You may allocate 

charges mid-cycle, but you may 
not create an expense folder 
until a cycle has closed. 
a. To allocate charges mid-

cycle, click on the Expenses 
menu from the top of the 
screen. 

b. From the drop-down 
menu, select View 
Transactions. 
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c. You must first search for 
your card. 
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d. Select your card from the 
search results. 

e. Establish your other search 
criteria.  We recommend: 
1) Statement Cycle Last 

Day (Current) 
2) Not assigned to an 

expense report 
3) Card transactions only 

f. Once all of your criteria are 
selected, click RUN 
SEARCH. 
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g. Allocate your charges as 
you would in your monthly 
expense report. 

h. Be sure to save any work 
done on this screen. 

i. You may not attach 
receipts except to your 
monthly expense report. 
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