How to Create a Monthly P-Card Expense Report Guide
Cardholder and Level Manager

P-Card activity should be reconciled on a monthly basis. Only one monthly P-Card Expense Report (formerly referred to
as a monthly credit card settlement) should be submitted per month.

1. Visit Cardinal Apps https://myapps.microsoft.com/
2. Loglin
3. Click onthe ‘GRAM/P-Card Management’ app under UIW Apps

GRAM/P-Card
Management

4. Loginto Bank of America Global Card Access

BANK OF AMERICA %7 o\

Global Card Access

User ID

Password

Sign in

Forgot ID/Password

% Apply for a New Card Register a Card @ GCA Mobile App

Apply for a new card or check the status of an Register for Global Card Access, activate your Manage your account and view key information
existing application. card and conveniently manage your account from your mobile device. The GCAApp I1s
online. available for both 105 and Android.
Apply now »
Register now »



5. Under Related Links, click on the link for ‘Global Reporting and Account Management’

Program Administration My Accounts

BANK OF AMERICA %7 O wisasmn vV @ & @

Global Card Access

Home Card Management

Account Summary Balances as ofAug 21, 2024, 0446 P coT My tasks
PROCUREMENT OFFICE - No tasks at this time
Current balance Available credit Credit limit

0.00

Quick actions

View your PIN

Activity Statements
Change your PIN

Description Amount Manage alerts

There is no activity to display for this statement period
Lock card

View statements

Related links

@ Gleobal Reperting and Account
Management

= Works

@ Card Assistant

6. There are 2 ways to create Monthly P-Card Expense Reports

o Option 1: On the task bar, click on the ‘Expense Reporting’ tab and select ‘Create Expense Report’

AccountManager  AccountActivity ~ Repor's  Expense Reporting

Creote Expense Report _

View Expense Reports

Expense reporting S
You have 0 total items 1o review

News 5
You have 0 messages in your inbox

Resource Center 5
Review recommended resources relevant to your work

o Option 2: Click on the ‘Expense Reporting’ Tab and select ‘View Expense Reports’

Account Manager Account Activity Report, Expense Reporting
——

Create Expense Report
View Expense Reports

Expense reporting S
You have 0 total items to review

You have 0 messages in your inbox

Resource Center 5
Review recommended resources relevant to your work

==
a News 3



o Then click the ‘+’ symbol to create a new expense report

BANK OF AMERICA %7
Global Reporting and Account Management

Account Manager Account Activity Reports Expense Reporting

A Expense Report List

SEARCH RESULTS

- n Page 1 of 1 Page E

Dport ID Expense Report Description Created Date Status Submitted Date Pending Approver Amount

n 0888018074 April 2024 05/02/2024 Completed 05/14/2024 40.00
Page Total: 40.00
Search Total: 40.00

H n Page 1 of 1 Page E

4. Change the ‘Expense Report Description’ to match the reporting cycle (e.g. June 2019)

5. Select the ‘Reporting Cycle’
o Transactions are automatically selected based on the reporting cycle selected and should NOT be

selected manually
6. Click ‘Next’

Split and Cost Allocats Submit for Approval

CREATE EXPENSE REPORT: SELECT TRANSACTIONS

0828000042 - Expense Report 0E88000042 - Tn Progress

REPORT DESCRIPTION

4 B  coense Report pescriprion:  expense report osssoncas2 EXpense Report Description should be the month and year

DATE RANGE

Date Typa: Pesting Date
- Choose Reporting Cycle: June 2018 (05/28/2015-06/27/2018) v

new date range will be selectad, Tr

cally be selected for the date

ing cyche is selected, t
ing cycle can be selec

I Page 1of1  Page

| STOP DO NOT SELECT TRANSACTIONS BY CHECKING THE BOXES MANUALLY

Posting Date Transaction Date Description Transaction Amount
1 03/05/2019 03/04/2019 H-E-B =567
2 - 06/03/2019 05/31/2019 H-E-B =587
3 - 06/06/2013 06/05/2019 WM SIIDED EMTED =sana
a @ 06/07/2019 06/06/2019 H-F-B #567

Pagelefl  Page

Go
5.28
5.28
8.71
6 o



7. Click on the detail icon to assign an appropriate account number and enter an appropriate expense description

8. Click on the cloud or camera to upload supporting documentation
9. Click ‘Next’

Icon Legend

o Merchant information
Split the transaction

o u Detail (click to enter account number and expense description)

o) Taxinformation
o) E Upload images

Select Transactions split and Cost Allocate

CREATE EXPENSE REPORT: SPLIT AND COST ALLOCATE

(0]

OO X0 XX (Active) « 4301 BROADWAY ST 3135 » SAN ANTONIO , TX 7BZ209631801

0888000042 - Expense Report 0888000042 - In Progress

SEARCH RESULTS

Expand Al | Colinpas Al

submit for Approval

7

Duluil‘ Posting Date Transaclion Date Description
1 EIEE os0z/2019 05/31/2019 H-E-B #3567
2 [EEES osos/2018 06/05/2019 WM SUPERCENTER 2404
3 n 06/07/2019 06/06/2019 H-E-B =567

Expand Al | Coliapss Al

Transaction Amount

8 pueron o [@

Tax Amount A‘.I‘Ann\ Information VAT Eligibility

10.16 0.77
5.28 0.40
8.71.0.66

o e
oooa
i [a gl

Pagelofl  page




10. Once all monthly activity has been allocated to the proper account, has appropriate documentation and an

adequate expense description, the Monthly P-Card Expense Report can be submitted by clicking ‘Submit’.

Select Transactions Split and Cost Allocate < Submit for Approval ’

CREATE EXPENSE REPORT: SUBMIT FOR APPROVAL

* XOOK-XKXK-X XXX (Active) « 4301 BROADWAY ST 315 « SAN ANTONIO , TX 78209631801

0888000034 - June 2013 - In Progress

Report Summary Amount
Card Transaction Expenses: 10.16
Expense Total: 10.16
0.00

10.16

Amount Due to Employee:
Amount Due on Card:

CARD TRANSACTIONS
Tax Amount Transaction Amount

Posting Date Transaction Date Description
0.77 10.16

05/29/2019 05/28/2019 H-E-B #567
Subtotal 10.16

10

Schedde
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