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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: 15" of each month (i.e., June’s statement is due by July 15%).
1. DO NOT submit or run a statement until the 4*" 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

@ SECURITY
N BANKCARD
¥, CENTER .
Enter credentials Additional Information
Forgot your User ID?
Forgot your password?
User ID (Forgot your User ID?) Reset Logon credentials?
cgarrizon

Password (Forgot your password?)

Language

English (United States) v
LOG ON

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.
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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).

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

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.

If you have trouble locating a
search term or account
number, please contact a
program administrator for
assistance.

Select Account Number [?]

search by:

Valld code i

Search for:

.} ITIT45*

valid code
27174532221
27174532549

27174532666

Cance

SEARCH

Description
STOME CHAPEL ADMIN MAINTEMANCE
CTH Malntenance Fund

RELOCATION COS5TS

Select Account Number

?]

Search by:

Valld code description s

Search for:

.> stone*

valid code
14100032221
27153532048

27174532221

can
cancel

SEARCH

Description
STOME CHAPEL POLICY DEPOSIT
STOME CHAPEL ORGAN FUND

STONE CHAPEL ADMIN MAINTENANCE
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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.

»

Fa™

b,

nage Expense Report: X 5 \

C | & Secure | https://www.centresuite.com/Centre/Expenses/ExpenseReport

SECURITY
BANKCARD
CENTER ke

Welcome to CentreSulte!
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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.

5at 12/30/2017 3:11 AM

centresuite@SecurityBankCard.com

Your statement is ready for review!
To Christie Garrison

Cc  Elizabeth Ussery

Dear Christine Garrison,

Your latest statement is now available for you at https://www.CentreSuite.com/Centre/?&Site=5SBC. Please log on to the CentreSuite to view your statement.

***PLEASE DO NOT REPLY TO THIS EMAIL MESSAGE. THIS E-MAIL ADDRESS IS USED BY AN AUTOMATED SYSTEM AND RESPONSES ARE NOT MONITORED. FOR ASSISTANCE, PLEASE
EMAIL COMPANYCARDS@SECURITYBANKCARD.COM OR CALL: 855-250-8508

B. Log into the CentreSuite website.

'.‘SECURITY
) BANKCARD
._JCENTERW:

§ Additicnal Information
Enter credentials
Forgot your User ID?
Forgot your password?
User ID (Forgot your User ID?) Reset Logon credentials?

cgarrisani

Password (Forgot your password?)

AL

ERLTEITY

Language

English (United States) ~

LOG ON
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C. Your home screen shows system
announcements and cardholder
tasks.

'.‘ SECURITY
BANKCARD
!JCENTER.NC.

Welcome to CentreSuite!

ﬁ (l) Christie

EXPENSES ADMINISTRATION HELP

ACCOUNTS

REPORTS

You last logged in on: 14 March 2018 6:05 PM EDT

System announcements and cardholder

m CentreSuite Enhancement - March 17, 2018 View
m Contact Us View
View Account Details My Tasks -
Select An Account: ) )
Review Transactions to Report
Create Expense Report
e My Account In Progress (0)
Credit Limit $500,000.00 Recently Approved (0)
Last Transaction Posted ($1,444.29) 2/23/2018
Transactions to Report None . .
Quick Links A

Account Action(s)

Suspend Account ﬂ

Manage Accounts
Maintain User Information
Output Log

Reports Dashboard

Upload Receipts m

VIEW LAST STATEMENT
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D. The main focus for cardholders ’.‘SECURIT‘( ﬂh () christe -

should be the My Tasks section. N ‘B:é”_lr(EéxRD
e NG,

Welcome to CentreSuite!

—m STATEMENTS ACCOUNTS REPCRTS EXPENSES ADMINISTRATION HELP

You last logged in on: 14 March 2018 6:05 PM EDT

m CentreSuite Enhancement - March 17, 2018 View

m Contact Us View

View Account Details My Tasks Ao

Select An Account: ) )
Review Transactions to Report

Create Expense Report Main cardholder focus
In Progress 10)

DRURY UNIVERSITY(448563* TT18){0) wr
My Account

i B Recently Approved 10}
Last Transaction Posted (51,444.29) 2/23/2018

Transactions to Report None . .
Quick Links -

Account Action(s)

Suspend Account ﬂ

Manage Accounts
Upload Receipts @ Maintain User Information
Qutput Log

Reports Dashboard
VIEW LAST STATEMENT
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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.

'@ SECURITY | -
Christie =
=BAN KCARD gh O :
@, CENTER .
Welcome to CentreSuite!
_m STATEMENTS ACCOUNTS REPORTS EXPENSES ADMINISTRATION HELP
You last logged in on: 14 March 2018 6:05 PM EDT
m CentreSuite Enhancement - March 17, 2018 View
m Contact Us View
View Account Details My Tasks A
Select An Account: . .
Review Transactions to Report
Create Expense Report
AyhiEEm In Progress (0)
Credit Limit $500,000.00 Recently Approved 0)
Last Transaction Posted ($1,444.29) 2/23/2018
Transactions to Report None . .
Quick Links A

Account Action(s)

Suspend Account ﬂ

Upload Receipts [8§

VIEW LAST STATEMENT

Manage Accounts
Maintain User Information
Qutput Log

Reports Dashboard
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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

'.‘SECURITY
N BANKCARD
._J'CENTERWG

Welcome to CentreSuite!

@ O

Christie »

REPORTS M ADMINISTRATION

. . HOME STATEMENTS ACCOUNTS HELP
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. Information
Select Account A
Account [?]
DRURY UNIVERSITY (448563 *****7T18) W
Select a different account 4
Expense Report Name *
Description
Destination
Date Range: * From: To:
Last 45 Days v 1/28/2018 i 3/14i2018 i
Auto-attach transactions
NEXT | | SKIP TO LAST STEP ave  Cancel
405.202G2: University Credit Cards: Cardholder Duties v2018.04.001 9




b. Type your search termin
the Name on Account box,
then click Search.

"SECURITY
d BANKCARD
W, CENTER e

Weltome to Centresulte!

HOME STATEMENTS ACCOUNTS

. Information
Information

Select Account

Mame on ACCoUnt % || offjce*

w'| Actlve accounts (% Inactive within 45 days

SEARCH

gt O

Christie -

REPORTS EXPENSES ADMINISTRATION HELF
Inactive longer than 45 days Purged

405.202G2: University Credit Cards: Cardholder Duties
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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.

Search Results

Account Number
448563 %***** 1561
448563 ****** 1579
448563 """ 1587
443563 *"" 1595
448563****** 1603
448563 *** 1611
448563 ****** 1629
448563 ****** 1637
448563 """ 1652

448563 " 1660

Name on Account

OFFICE CHECK OUT 1

OFFICE CHECK OUT 2

OFFICE CHECK QUT 2

QOFFICE CHECK OUT 4

OFFICE CHECK OUT 5

QOFFICE CHECK OUT 6

OFFICE CHECK OUT 7

OFFICE CHECK OUT 8

OFFICE CHECK QUT 2

QOFFICE CHECK QUT 10

Unit Name

DRURY UMIVERSITY

DRURY UMIVERSITY

DRURY UMIVERSITY

DRURY UNIVERSITY

DRURY UMIVERSITY

DRURY UMIVERSITY

DRURY UMIVERSITY

DRURY UMIVERSITY

DRURY UMIVERSITY

DRURY UNIVERSITY

unit Humber Account Holder

000209056

000209056

00020206

00020906

00020906

00020906

000209056

000209056

00020206

00020906

Inactive

Mo

Mo

No

r"-cl

Mo

Mo

Mo

Mo

No

r"-cl
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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

| © rrmein

Information

Select Account

Account [7]

OFFICE CHECK QUT 2[448563°"*** 1579) L4 <
Statement Cycle Last Day e —
(Last)).
a. NOTE: If you are reconciling S —
a statement other than the Desember 2017 OBCE2 <
one currently due (i.e., you Description
are working on a past due
statement), you must Dectmation
contact a program
administrator for assistance
in selecting the correct date Date Range: * From: -
range for your expense | Statement Cycle Last D3y (Last v 12012017 | | 1z2eez0ir @&
report. - /| 2t attach transactions
3. Make sure the Auto-attach
transactions box is checked. el bl
4. Click on SKIP TO LAST STEP.
NEXT SKIP TO LAST STEP save cancel
405.202G2: University Credit Cards: Cardholder Duties v2018.04.001 12




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.

r"SECURITY
N BANKCARD
W, CENTER .

Welcome to CentreSuite!

gt O

Christie =

REFORTS. EXPENSES ADMINISTRATION

HOME STATEMENTS ACCOUNTS HELP
Expense report for: OFFICE CHECK OUT 2 (448563%***** 1579)

Expense Report 1D 0006183915
Current Report Status: U bmitted

Step 1: Update General Report Information

Step ach Additicnal Transactions

Step 3: Manage Receipts

Step 4: Finalize Report 121

Use Step 1 to
correct report
name or cycle

Split or allocate transactlons as nece ansactlons required, and add notes to tra

ry, add any out-of-poc

Expense Report Name: December 2017 OCOR2

selection. Account OFFICE CHECK DUT 2 (448563°*****1579
Dates: 12/1/2017 - 12/29/2017
Grand Total: SATT.78 _
RelmbXahle Total: S0.00
Recelpt Attached: No
I.  Your transactions will appear at the B e s DR v oergi e i S i, ks o
bottom of the last step screen. They e °- = = =
will sort automatically by post date. ; - : : i i E
1. You may re-sort them at any o °- E E E
time by clicking on any of the ® & e - - -
column headings. - e M - - -
405.202G2: University Credit Cards: Cardholder Duties v2018.04.001 13




J. There are multiple transaction, icons
in this area, correlated to functions

or additional data.

1. Do not use the areas covered by

Multi-Transaction/Group Tasks

Group Allocation

Group Split

Xs at right. O [
x °- 536.00 HOBEY: LOB! = = =
A ®- = = =
5 = e . - - -
Indicates a Level \ . .
_ Transaction & Merchant Details
3 Transaction
Individual Transaction Split
K. To obtain more transaction and
merChant |nf0 rmatlonl CIICk on the Remove Delete Actl Date Posted +  Dateoccurred Billing Amount Merchant Name Description Account Number Budget Line Recelpt PO®
three-dot icon next to the charge’s e M = E
post date. e L = =
S) = LB = =
=] ® - = =
e ] e = = =
[S)] ® - = = =
405.202G2: University Credit Cards: Cardholder Duties v2018.04.001 14




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

_> Amount: 85.02

—Back to results

Transaction Detail |-

THE HOME DEPOT #3012
25.02
12/18/2017

OFFICE CHECK QUT 2

Transaction Allocation and Expense Type 21

Transaction Information [z

THE HOME DEPOT #3012 Diverted:

ariginal Amount:

Sales Tax: 0.00 ariginal Currency:
Posted: 12/18/2017 Conversion Rate:
Transaction Date: 12/15/2017 Transaction 1D:

Merchant Reference # 246104373500101548193002

MCC: 5200

Purchase ID: NO

Merchant Information =1

Account Information 1=

Transaction Status =3

Purchase 1=

PREVIOU S

NEXT

True
g5.02 h
US Dollar (240 h

0.000000000

3BT942152

405.202G2: University Credit Cards: Cardholder Duties
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To open additional transaction

information, click on the arrow Merchant Information 23 v
icons at right.

The Merchant Information

section shows all Merchant Information =1 -~

merchant/vendor information
that is available to the bank.

MCC Description:

¥pense Type Categary:

Merchant 5tatus (1099):

THE HOME DEPOT #3012

THE HOME DEFOT

5P

RINGFIELD

MO

65804000

5200

Home Supply Warehouse

405.202G2: University Credit Cards: Cardholder Duties
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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.

—Pp Purchase =1

( Detai

Purchase ID

Merchant Order Number
Commodity Code:
Purchase Identifler:
Business Disadvantaged:
Business Owner Type:
Business Type
Customer VAT Number:
Destinatlon Country Code:
Destination Postal Cade
Destinatlon State Code:
Discount Amount:

Duty AmMount:

Frelght Amount:

Customize Grid
Commodity Code Description
10017463831 JCUBEWHT
1001746331 ICUBEWHT
1002302315 LMNSBRYOAKTLA
1002302315 LNSBRYCAKTLA
1002302315 LMNSBRYOAKTLA

NO Unlgue Invelce Humber:
Minority Ownership Code:
originating Postal Code:
Alternate Tax Amount:
Local Tax Amount:

Order Tax Amount:

Sales Tax Amount:
00000000000 VAT Tax Shipping Amount:

VAT Tax Shipping Rate

Merchant Postal Code:

Supplier Postal Code:

0.00 Suppller State:

0.00 erchant Tax ID:

0.00 Merchant VAT Number:
Item Total Quantity
2438000 1.0000
24 38000 1.0000
11.59000 1.0000
11.69000 1.0000

169000 1.0000

unit of Measure

2

000000000000

0.00

0.00

0.00

0.00

0.0000

65804

000000000000

405.202G2: University Credit Cards: Cardholder Duties
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L. Single/One-at-a-Time Transaction Reconciliation

1. Click on the charge you want to

Remove Delete Actions Date posted - Date occurred Billing Amount Merchant Name

12/13/2007 536.00

Description

Account Number

Budget Line

Recelpt

Po&

is broken into two segments in

the credit card system:

a. Account Number: First 11
digits

b. Budget Line: Last five (5)
digits.

?

?

reconcile. ] O rossrLoser e = E =
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. Yourgeneral ledger (GL) account | wu o [ S —
number, comprised of 16 digits, o @ =wmu i Hosex o581 o e S o =

4. You may type in your account
number or perform a search by
clicking on the button in the
Account Number box.

Account Number

n—

405.202G2: University Credit Cards: Cardholder Duties
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5. Once in the search, you may @SECURITY g O cre-

. BANKCARD
search by account number or SLCENTERm:
account description.
a NOTE' It is best to use an —m STATEMENTS ACCOUNTS REPORTS EXPENSES ADMINISTRATION HELP
asterisk (*) to search an > S
account name, as typingin
m CentreSuite Enhancement - March 17, 2018 View

the precise account name as

it has been entered in the Pt Contaceus Ve

system may be difficult due

to abbre\{latlons., aFronyms, View Account Details My Tasks .
punctuation variations, etc. Seloct An

6. Select the correct account S st i ld

number and click OK.

Review Transactions to Report

Create Expense Report

My Account In Progress (0)
Credit Limit $500,000.00 Recently Approved (0)
Last Transaction Posted ($1,444.29) 2/23/2018
Transactions to Report None

Quick Links -

Account Action(s)

Suspend Account a

Manage Accounts
Upload Receipts [8) Maintain User Informaticn
Output Log

Reports Dashboard
VIEW LAST STATEMENT

Select Account Mumber [?] 4
search by:
—* valid code description
Search for:
—tpp  sione* SEARCH
valid code 4«  Description
_.> 14100032221 STOME CHAPEL POLICY DEPOSIT
27153532048 STOME CHAPEL ORGAN FUMD
27174532221 STOME CHAPEL ADMIN MAINTENAMCE
Cance

405.202G2: University Credit Cards: Cardholder Duties v2018.04.001 19



7. Once your account number is == = S Tl =
entered, proceed in the same . e o T b b
manner to enter your budget T
line.

8. Enter your receipt status: Y for Remove  Delete Actions  Date Fosted Date accurred Biling Amount Werchant Name Description Account Humber Budget Line Receipt For
yes, N for no. =) @ 13T s3900 KosarLogsy moT2 Stanea s pires o weacing expo oo mm = o = TE

9. If there is a purchase order (PO) S e S
number associated with a = o T e L o E B
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. |t is recommended that you save Remove Delete Actlons Date Posted a  Date Occurred Billing Amount Merchant Name Description Account Number Budget Line Recelpt FO®
e ® - Y2017 536.00 HoeerLoge | o = )

your progress regularly to avoid
losing data due to system time-
outs or other issues.

NATIONAL ART SHOP

THE HOME DEFOT #2012

TR 1T 1T}

il i

T 11T 1T

T T 1T 1T

405.202G2: University Credit Cards: Cardholder Duties
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11 If you save befOre a” statement Remove Delete Actions Date Posted +  DateOccurred Billing Amount Merchant Name Description Account Number Budget Line Recelpt PO®
information is entered, you may e @

12132017 536.00 HOBBY-LOBBY #0073 Crristia Garrison - Paint supplies for weading 27174532221 = i = v
xpo booth.

ignore the orange error message e o [ . . =
th t d‘ f'” d =) = (Y 8/2017 12/15/2017 585.02 THE HOME DEPOT #3012 I:- I:- =
. a appears regar Ir?g untille e ® - 12/18/2017 5216.52 CRESTLINE SPECIALTIES I:- I:- =
fields and proceed with your e s e C m . =
next item or exit the system. C) LR - L ®m [ = =
‘Ome or more allocation codefs) are Invalid.
| suemir | | PRINTEXPENSEREPORT | szue  concel
M. Multiple Transaction Reconciliation
1. Click in the action boxes next to
the charges you want to
reconcile.
. . avon 121 | @ B
2. Click on the Allocate icon above
your transaction ||st Remove  Delete actons Date Fosted ~  Dateoccurred silling Amount Merchant Name. Description Account Number Budget Line Recempt rFor
=) o 12/132007 12/13/2017 530.00 HOBEY-LOEBY 50073 risan - Paint supplies for weading 27174532221 = =00 = Y =

12/15/2017 $44.00 NATIONAL ART SHOP

[S)
[S] [}

THE HOME DEPOT #3012

{ LA | LB 1 R | 1}
Wil i/ B i i
HE B

—_—
q v e S
=
3. Within the Batch Allocation box, || 1
you may assign single fields or Batch Allocation ®
multiple fields to your selected
transactions (i.e., Description
only; Account number only; Transactions selected: 2
etc.), or any combination of the
fields (i.e., Description + Account Description: Account Number Budget
number + Budget line). —
4, When you have entered all your —
data, click Save. r
SAVE cancel
| - il

405.202G2: University Credit Cards: Cardholder Duties v2018.04.001 21



5. Your group-allocated Sl
information will now show in

Remove Delete Actlons Date Posted - Date Occurred Bllling Amount Merchant Name Description Account Number Budget Line Recelpt PO#
your transactions list. . s B e =
s - = = =
6. Any fields not allocated as a e s e~ —_— e E wom = =
group may be filled on this © o = = =
o =S ® - Lo _> mrenm = =
screen. P - -
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N. Using Account Numbers from Another Department

1. You Wi” have access in Remove Delete Actlons Date Posted «  Date Occurred Billing Amount Merchant Name Description Account Number Budget Line Recelpt PO®
CentreSuite only to accounts © o T e ———— VU =
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. Inthe 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 inthe
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 23



O. Splitting Transactions

1. Single Transaction Split

Click on the circle icon next

a. Remove  Delete Actlons  Dateposted - Dateoccurred Biling Amount Merchant Name Description Account Humber Budget Line Receipt Pon
to the charge you want to e @ 123z s2000 HogaLoBs 73073 Crisie Garaon- i supplies fornecding el = 2 v E
split. © @ . Y i E E E

b. On the split screen, you may 7
choose to split by percent or T
amount and the number of
splits you need.
2 e GO h
[ sPumequaty | 10
[ save aND RETURN Update solitAmount  StartOver (2] cancel
A
c. Complete all the fields as —esshseh
you would for an un-split
transaction.
d. You mustentera
description for each section -
of the split, even if the sptyamaun: - O spintypercen
description is the same. PO
e. The total percent of a split ——
transaction must equal Runningtotal:  Balance remalning:
100%; the total amount of a e "
split transaction must equal | ... e o [zm s T v E
the total cost of the charge. | susccone T 0005 T | o -
| SAVEANDRETURN |  UpdsteSoltamount  Startover (7] ncel
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f.  Your split transaction will TR
now show as two separate
Remove Delete Actions Date Posted - Date Occurred Billing Amount Merchant Name Description Account Number Budget Line Recelpt PO#
transactions in your = e P P V=
transaction list. - s B mE v E
e 522.00 NATIONAL ART SHOP Supplies for office 10474510404 = = = =
g. To edit or remove your split, sevor: 11
CIiCk On the Split icon neXt to Remove Delete Actions Date Posted - Date Occurred Billing Amount Merchant Name Description Account Number Budget Line Recelpt PO#
one of your split charges. B .- pr—— =B B
o ’ @ 52200 NATIONAL ART SHOP Suppliesfor wedding expo bootn. 27178532221 = 2m00 = Y =
[5] ' 07. . $22.00 NATIONAL ART SHOP Suppliesfor office 10474510404 = 23000 ® =
h. Edit your split as needed, or e
click on Unsplit and Return Split Transactions
to remove the split and R
return the transaction to a
single line item.
method:
Splft by amount Split by percent
Number of splits  Add splits
| spurequany | P10
Runnlnglmal: !alanceremalmng:
$44.00 0.00
Description Personal  Disputed  Mapped  Split Amount Split Percent Account Number Budget Line Recelpt FO=
Supplies for wedding expo boath] No 22.00 50,0088 2TI74532221 = 23000 = A\
Supplies for office B 2200 B 10474610404 = 2000 2 =
SAVE AND RETURN Update Spiit Amount Start Over [2] ft and Return [2]  Caneel
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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.

'

acvon- 171 B | @  EA

transaction split.

(=) @ 536.00 HOBBY-LOBBY #0073 it supplies for weading az3azaazee: = P =
[=) ® - $44.0 NATIONAL ART O
’ - = e- e -
—> o ® - CRESTLINE SPECIALTIES
=) =] @ 2ri7ssazz2n 23000
=) o= 528 = = =
b. Enter your split data as you e ——
would for a Smgle Split Transactions
transaction split and save.
Transactions selected: 2
Method:
Batch Method
Number of splits  Add splits
| spuTEQuUALLY | 1T
Running total: 100.00 % Balance remalning:
0.00
%
Description personal  Disputed  Mapped  Split Percent Account Number Budget Line Recelpt PO®
Supplies for wedding xpo. L 50.00 27174832221 = 230 = v |
Supplies for wedding expo. No 000 10474570404 = 23000 = v = |
SAVE AND RETURN startover [?][?] cancet
H Remove Delete Actlons Date Posted - Date Occurred Bllling Amount Merchant Name Description Account Number Budget Line Recelpt PO =
c. You will see separate
. - o 2017 12/13/2017 336.00 HOBBY-LOEBY #0073 Christie Garrison - Paint supplies for weading 33332333333 = i = Y =
charges for each section of =
each s Ilt Char e In our o 0 $22.0 NATIONAL ART SHOP Suppliesfor weddingexpo. 27174532221 = 200 = v =
p g y o 522.0 NATIONAL ART SHOP Supplies for weddingexpo. 10474510404 = 2000 = Y
transacion list. . B o B .
o CRESTLINE SPECIALTIES Supplies for weagingexpo. 27174522221 = 200 = Y
d Y d't th I.t Q LINE SPECIALTIES Suppliesfor weaaingexpo. 10474510404 = = ¥
. Ou may e I e Sp I S as o 0/20 $67.28 LOWES #00733 27174522221 = 20 = Y =
you would for a single 20 sanss = = =
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e. Before you sumbit your
expense report, ensure that
all required fields are filled
and save your data.

Remove

e

Delete Actions

Date Posted -

12/18/2017

12/18/2007

12/20/2007

12/21/2007

Date occurred

12/13/2007

12/19/2007

12/20/2017

Billing Amount

$36.00

585.03

$216.52

56728

52895

Merchant Name

HOBBY-LOBBY 20073

NATIONAL ART SHOP

THE HOME DEPOT #3012

CRESTLINE SPECIALTIES

LOWES #00733

HOBBY-LOBBY

Description

Christie Garrison - Faint supplies for weading.
e4po boatn.

rison - Plevigiessfor weacing sxpo

Garrison - Flooring and cube standsfor
po bootn

ison - Prometional pens for

foam

gexpo booth

Garrison - Paint ana decor for weaaing

Cnrist
cxpo nootn]

Account Number

27174532221

27174632221

27174832221

27174532221

27174632221

27174832221

fi

fii

11}

fi

1]

Budget Line
23000 =
20 =
2000 =
23000 =
20 =
0 =

Receipt

v B

PO#
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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.

Expense report has been saved.

Expense report for: OFFICE CHECK OUT 2 (448563******1579)
Expense Report |D: 0006184954
Current Report Status: Unsubmitted

Step 1: Update General Report Information hd
Step 2: Attach Additicnal Transactions v
—Pp Step 3: Manage Receipts v
Step 4: Finalize Report 121 A
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3. From the expanded section,
click on Upload Receipts.

Step 3: Manage Receip

Avallable Recelpts Upload Recelpts

Unattached Receipis
There are no unattached recelpts avallable.

Attached Receipis
There are no recelpts attached to this Expense Report.

4, Onthe Upload Receipts screen,
note the file requirements for
your documents/images.

Step 3: Manage Receipts

Avallable Recelpts Upload Recelpts

o Supperted file types: .pdf, .|peg, uff, .gif, and .png.

' o Each flle must be less than 5 megabytes.
h Browse

Name this Batch?
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5. Click Browse to find your saved
documents/images. Step 3: Manage Receipts e

Avallable Recelpts Upload Recelpts

o Supported file types: .pdf, .Jpeg, Aff, .gif, and .png.
o Eachflle must be less than 5 megabytes.

h Browse 4—
Name this Batch?

UPLOAD AND ATTACH

6. Select your files as you would —_—

-
. . . € Open

when attaching files to an email. =

@U'| , «¢ Purchase Card Documents » 2017-2018 Statements » December 2017 » OCO#2

Organize = Mew folder =~ 00 @
7 Favorites — Doc_ume nts library Arange by, Folder +
MR Desktop 0Co#2
4 Downloads = Ve . * Date maodified Ty
. KBRS
4/9/2018 5:02 PM Ad

1] December 2017 0CO#2_Receipt#l
T December 2017 OCO#2_Receipt#2
P | T December 2017 0CO#2 Receipt#3

=1 Recent Places [
4/9/2018 5:00 PM Ad

4/9/2018 4:36 PM Ad

= Libranes
IE Documents
J? Music
[ Pictures
E Videos

M Computer
ﬂ-? Local Disk (C:) - 1] 1

WO~ 3 items selected Date modified: 4/9/2018 4:35 PM Date created: 4/9/2018 4:36 PM
Size: 216 KB

_> File name: "December 2017 OCO#2_Receipt#3" "December 2017 OCO#2_Receipt#l" "December 2017 OCO#2 [All. Files v]

—Pp | Open v | Concel |
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7. Once you are sure all of your
receipts are present, click
Upload and Attach.

Step 3: Manage Receipts

Avallable Recelpts Upload Recelpts

Supported file types: .pdf, .Jpeg, .tff, .gif, and .png.
& Eachfite must be less than 5 megabytes.

“ Browse

Name this Batch?

—

Description: December 2017 OCO#2_Receipt#1 pdi

—

Description: December 2017 OCO#2_Receipt#2 pdi

—

Description: December 2017 OCO#2_Receipt#3 pdi

———J | 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.

Step 3: Manage Receipts

_> Avallable Recelpts

Uplead Recelpts

o Supported file types: .pdf, .Jpeg, .aiff, .gif, and .png.
o Eachflle must be less than 5 megabytes.

h Browse

Name this Batch?

Descriptlon:  December 2017 OC082_Recelptsl.pdf

— s D

Step 3. Manage Receipts

Avallable Recelpts Upload Recelpts

Unattached Receipts

There are no unattached recelpts avallable.

( Attached Receipts
Actlons Image Attached To Description
e Y W A Expense Report December 2017 OCO#2_Rece| pt#l. pdf
{ @ I*T E[ v Expense Report December 2017 OCO#2_Rece|pt#2. pdf
@ [ T Expense Report December 2017 OCO#2_Rece| pti3. pdf
\
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10. Once all of your receipts are
Expense Report Name: December 2017 OCOE2
attached successfully, save your
expense report again. Account QOFFICE CHECK OUT 2 (448563 ****1579
11. You are not ready to submit bizepledelis
your expense report until your —
report summary shows your
charges are attached. Dates: 12/1/2017 - 12/29/2017
Grand Total: SATT.TE
Relmbursable Total: S$0.00
Recelpt Attached: Yes < —
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Q. Printing Your Expense Report

1. While it is not required, you may
print a copy of your expense SUBMIT | | PRINT EXPENSE REPORT save  Cancel

report for digital or hard copy
storage (digital storage is
preferred).

2. Click on Print Expense Report.

3. Select your print options.

o Print Expense Report x

4, We recommend printing your

receipts with your statement,

but do not include line items pl il Ly

(Level 3 itemized receipt data). | ¥Es |
5. Click Continue and download Include Line Items?

your file for digital or hard copy NO

printing.

CONTINUE | | CANCEL
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R. Submit Your Expense Report

1 W h en yo U are sure a I I Remove Delete Actions Date Posted - Date Occurred Billing Amount Merchant Name Description Account Number BudgetLine Recelpt PO#

. . @ . . 12/13/2017 $36.00 HOBBY-LOBBY 50073 Cnristie Garrison - Paint supplies for weoaing 27174532221 E 23000 E Y E
transaction data is entered and
. o ® 544.00 NATIONAL ART SHOP Christie Garrison - Plexigiess for wedding expo 27174522221 = 200 = ¥ =
all receipts are attached, you
. = . $85.03 THE HOME DEPOT #3012 Corsi Gaison- Flooring an e sanas o 27174632221 = mm = Y =
may Submit your statement. @ b
=) 9 12/20/2017 12/19/2017 5216.52 CRESTLINE SPECIALTIES Christie Garrisan - Promational pens for 27174522221 = 200 = Yy =
@ s @ 12/21/2017 12/20/2017 567.28 LOWES #00733 _(nr:uz:\::s.mms; .“:w‘:‘;?.:wj - 27174522221 = 2000 = ¥ =
o ® - 12/26/2017 12/21/2017 52895 HOBBY-LOBBY 50032 Christie Garrison - Paint and decor for wedding 27174522221 = 23000 = Y =
SUBMIT | | PRINT EXPENSE REPORT 5 cancel

2. Select the box next to all . |
approvers listed for your report
(both the interim and final
approvers).

Submit Expense Report(s) x

Select Approver(s)

User Name Business Unlt Approver Type Profile Name
el 1/ Christle Garrison Direct Assign Final Final Approver

Mote (Optlonal):

__>| SUBMIT cancel
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3. YOU W|” receive |mmed|ate|y a l |
processing message. Process Status %
Expense report name Process status
December 2017 OCOT2 Processed successiully.
| Ok |
e —
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SECTION 6: APPROVER-REJECTED STATEMENTS
A. If your approver rejects your Mon 4/9/2018 7:50 PM

statement, you will receive centresuite@SecurityBankCard.com

immediately an email from ]
. Expense Report 0006186315 has been rejected
CentreSuite.
To Christie Garrizon

1. Inthe email you will see:
a. Who rejected your
statement

Expense report January 2018 OCO#1 has been rejected by Christie Garrison. Click the link below to logon and review this expense report.

b. The link to return to your https://www.centresuite.com/Centre/Expenses/ExpenseReport?site=345238 4
statement

c. Notes on what corrections ﬁ”ﬂt& from approver:
are necessary for your Additional details are required in the Description field.
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.
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http://www.centresuite.com/

B. On your home screen, under My

Tasks. click on the In Progress link m CentreSulte Enhancement - April 21, 2018 VIEW
, .

m Contact Us flew

b

View Account Details

Select An ACCoURt: R i
OFFICE CHECK DUT 1(4485632 1SEIHO) W o ;
My Account = 3 4—

Credit Limit $1.00

(=]

Last Transaction Posted $56.43 3/29/2018

Transactions to Report None

Account Action(s) suspend Account a

upload Recelpts ﬂ

VIEW LAST STATEMENT

C. Your expense report will show a

status of Rejected. i Progress 19 N
Detalls Notes Recelpt Reportid - Mame on Account Expense Report Name Current status Current status Date Relmbursable Total Grand Total
‘TT ‘ OFFICE ouTl Kl
‘.T |:| OF Ma 87.93
D Click On the Details icon tO Open Detalls Notes Recelpt Report id - Name on Account Expense Report Name Current Status Current Status Date Reimbursable Total Grand Total
= B OFFICE CHECK OUT 1 January 2018 0CO#1 Rejected 4/9/2018
your statement.
38
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E. Correct the receipt or transaction
information as requested by your
approver, Save your changes, then
Submit.

—

ﬁ Step 3: Manage Receipts

Step 4: Finalize Report 171

ctions as necessary, add any 0UT.0f-pos

equired, and add notes to transactions

Account Number

27174532221

F. Inthe pop-up box, select your
approvers, then click Submit.

bestnation
oates 12/30/2017 - 1312018
Grand Total: $187.09
Relmbursable Total: $0.00
Recelpt Attached: ves
Action: [?]
Actlons Date Posted «  Date Occurred Billing Amount Merchant Name Description
@ s 1ap0 515709
SUBMIT | | PRINT EXPENSE REPORT Cancel
I
Submit Expense Reporti(s) b 4
Select Approver(s)
User Name BusIness Unit Approver Type Profile Name
— -> Christle Garrison Direct Assign Final Approver
HNote (Optional):
s
_.>| SUBMIT cancel
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G. Your statement will now show that Manage Expense Reports 1= EREATE EXPENSE REFORT
it is Pending Approval. Expenseneports | Unatached Transactions Search Expense Aeports

Unassigned [7] FS
In Progress [?1] -~
Detalls Hotes Recelpt Report Id 4 Hame on Account Expense Report Name Current Status Current Status Date Relmbursable Total Grand Total

OFFICE CHECKOUT 1 January 2018 0COF1

PendingApproval 4/14/2018

Congratulations! You have completed the statement reconciliation process.

405.202G2: University Credit Cards: Cardholder Duties v2018.04.001 40



SECTION 7: FAQS

A. How do I return to an expense report already created?

1. Onthe Home screen, under My

Tasks. click on In Progress m CentreSulte Enhancement - April 21, 2013
, .

m Contact Us

View Account Details

Select An Accoumnt:
OFFICE CHECK OUT 1448563 1561}0) W
My Account
Credit Limit $1.00
Last Transaction Posted 5$56.43 3[29/2018
Transactions to Report None

Account Action(s) suspend Account a

Upload Recelpis ﬂ

VIEW LAST STATEMENT

My Tasks

ransactions to Report

Review

Creat pense Report

In Pro
Recently Approved

[

2. From your list of statements in prae e " ~ e
progress, click on the Details - v '
icon (three dots) to open your T
statement.

Expense Report Name current status current status Date

January 2016 0CORL Rejected 4/9f2018

Rreimbursable Total

Grand Total

Statement Reconciliation: FAQs
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B. Can | 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.

"“SECURITY
® BANKCARD
W, CENTER e

_m STATEMENTS

m Contact Us

dn (_l) Checkouts
ACCOUNTS REFORTS EXPENSES HELF

'ou last logged in on: 14 April 2018 1:06 PM EDT

m CentreSulte Enhancement - April 21, 2018 View

View

View Account Details My Tasks A

Select An Account:
Review Transactlons to Report

OFFICE CHECK QUT 1{448563
My

1561){0) L

Credit Limit $1.00

Last Transaction Posted 556.43 3(29/2018
Transactions to Report None

Account Actlon(s)

Suspend Account a

Upload Receipts [8§

VIEW LAST STATEMENT

Create Expense Report

cently Approved

Statement Reconciliation: FAQs
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c. You must first search for
your card.

—

—
—

—

Search for Transactions

Click here to select accounts or units for your search

Search for:
Accoumnt Unit
Mame on Account s Dﬂ"lce che.:k Dut 4
Actlve accounts nactive within 45 days
| SEARCH

Inactive longer than 45 days

Purged

Statement Reconciliation: FAQs
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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.

Search Results

Account Number

4485637 """ 1561

448563"°°"" 1579

448563 ***** 1587

448563°***** 1603

4455631611

445563 1629

448563 T
448563°***** 1652
448563°**** 1660

Selected Accounts/Units.

Remove Selected Items

Selected Accounts/units: * 7]
1

ount

Select a saved search: [7]

Select 3 saved search

Date range: *

4 Statement Cycle Last Day |Current]

Number of results per page:

20

Include transactions:

Mot assigned 10 an expense report

Transaction type:
Out-of-pocket transactions only

Advanced Search [+]

’\ RUN SEARCH |

OFFICE CHECK QUT 4(448563*°***

Name on Account

OFFICE CHECK OUT 1

OFFICECHECK QUT 2

OFFICECHECK QUT 2

OFFICE CHECK QUT 5

OFFICECHECK QUT &
OFFICE CHECK QUT 7

OFFIC

ECHECKOQUT S

OFFICECHECKQUT 9

OFFICE CHECK.OUT 10

Display format:
hd Defautt

From:
e 312018

Card transactlons only

Unit Name

DRURY UNIV

RSITY

DRURY UNVERSITY

DRURY UNIVERSITY

To:

H| | +zv201a

Both

Both

Unit Number

00020906

00020906

00020306

Account Holder

Checkouts Recongller

A

heckouts Reconcller

Checkouts Recongller

Checkouts Reconeller

Checkouts Reconciler

uts Reconcller

heckouts Reconcller

A

heckouts Reconcller

A

heckouts Reconcller

a

Include Subunits [?]
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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.

Actlons

Search Results 1=

DateRange With unsplit transactions show:
31/2018 - 43012015 Spift Transactions Spiit Detal SpiftTransactions and Spiit Detal
K Display format: [?]| pefauts
[savE | une
Fosted Date ~  Occurred Date Billing Amount Merchant Name Account Name
5/201 FICE CHECKOUT4
5/2018 CHECKOUT4
6/20: 4/5/20. FICE CHECKOUT4
3 45/20: 2

OFFICE CHECK OUT 4

[ewort |

[ i

Account Number

1 1

Budget Line

T 1

Recelpt

[ 1
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