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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). 
 

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: REVIEW & APPROVAL OF CARDHOLDER EXPENSE REPORTS/STATEMENTS 
A. When a cardholder under your 

direct supervision submits an 
expense report, you will be notified 
automatically via an email from 
CentreSuite. 

B. You may use the attached link or go 
to www.centresuite.com to begin 
the approval process. 

 

C. On the login page, enter your 
CentreSuite username and 
password. 

 

http://www.centresuite.com/
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D. On the Home screen, you can see 
if/how many statements/expense 
reports await your approval. 

E. Click on For Your Approval. 
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F. All expense reports awaiting your 
approval will show in the For Your 
Approval section. 

 

G. You may re-sort the expense 
reports by clicking on any of the 
column headings. 

 

H. To view transaction and/or receipt 
details for an expense report, click 
on the Details or Receipt icon next 
to the expense report in question. 
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I. The individual transactions on the 
expense report will appear at the 
bottom of the screen. 

J. Approvers may alter transaction 
allocation codes, descriptions, 
receipt status, and PO#s on this 
screen.  

1. For detailed information on 
allocation of transactions, see 
guide 405.202G2: University 
Credit Cards: Cardholder 
Duties. 

2. Only the account numbers and 
budget lines assigned to the 
cardholder affiliated with the 
expense report may be used.  
Account numbers and budget 
lines outside the cardholder’s 
purview will be rejected by the 
system. 

K. Be sure to save any changes made 
to the transactions. 
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L. To view receipts attached to a 
statement, click the expansion 
arrow for Step 3: Manage Receipts. 

 
 

 



 

405.202G3: University Credit Cards: Approver Duties Version 2018.04.001 8 

M. To view the receipt image, click on 
the Download icon. 

 

N. Download and view receipts until 
you are satisfied with the accuracy 
and appropriateness of all charges. 
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O. If you are satisfied that the expense 
report meets all requirements, you 
may click on Approve & Close. 

 

P. Click OK in the approval pop-up 
box.  No additional comments are 
necessary. 

 

Q. Click OK to close the Process Status 
box. 
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R. You will be directed back to the For 
Your Approval page. 
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SECTION 5: REJECTION OF A CARDHOLDER STATEMENT/EXPENSE REPORT 
A. If a statement does not meet 

University or departmental 
standards, the approver may reject 
it and return it to the cardholder 
for correction. 

B. To begin, open the expense report 
by clicking on the Details or Receipt 
icon. 

 

C. Once inside the expense report, 
click on the Reject button at the 
bottom of the screen. 

 

D. While the system does not require 
comments in the Reject Expense 
Report(s) box, it is impractical not 
to give instructions to the 
cardholder on what is required to 
correct the statement.  Provide 
necessary instructions in the Note 
field. 

 
 
 
 
 
 
 

 

X 
Instructions to correct expense  

report required here. 
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E. Click OK to submit the rejection.  

F. Click OK to close the Process Status 
box. 

 

G. The cardholder will receive an 
email notifying them of the 
expense report rejection.  The 
email will include which approver 
rejected it (supervisor or Financial 
Services staff) and what is required 
to correct the report. 

H. The approver will receive a new 
notification email when the 
expense report is resubmitted. 
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