How to Review a Rejected Expense Report

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 I§ank of America Global Card Access
BANK OF AMERICA %7 (2 IR W

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 Is
online. available for both I0S and Android.

Apply now »

Register now »

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

Program Administration My Accounts

BANKOFAMERICA/IZ' e Karissa Smith , =

Global Card Access

Home Card Management

Account Summary Balances as ofAug 21, 2024, 0446 P coT My tasks
PROCUREMENT OFFICE - 6863 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. On your dashboard, click on ‘Expense Reporting’ to review rejected items



BANK OF AMERICA %7

Global Reporting and Account Management

Help ContactUs ® Cardholder - XXXX-t

Account Manager Account Ac Reports Expense Reporting

Welcome back,

Your dashboard
Expense reporting N
You have 1 total items to review
News N
You have 0 messages in your inbox
Resource Center s
Review recommended resources relevant to your work

Expense reporting

) Go to expense reports
Showing 0 of 1 expense reports

El 1 1 e No expenses
total items @ ~  total non-expensed transactions @ most recent posting date

Total Non-expense Transactions 1

7. See ‘Status’ of expense reports
8. Click on the arrow icon (H) under ‘History’ to see comments

Reports Company ser

~N Expense Report List

EXPENSE REPORT LIST

SEARCH CRITERIA

Report Id(s): Submitted Date Range:

Report Description{contains): Report Status: All v

Approver Name(contains): Report Total Amount: To

x::gz:g:hﬂx must be checked to approve expense reports o

SEARCH RESULTS

H E ﬂ Page 1 of 1 Page E

(]} History Report ID Expense Report Description Created Date Status bmitter Submitted Date Pending Approver Amount
(m] 0888020353 Expense Report 0888020353 12/17/2024 In Progress 0.00
O 0888020352 November 2024 12/17/2024 12/17/2024 607.83

History

Date Status Modified By Comments

01/03/2025 Rejected knsmith2 incorrect receipt uploaded for HEB $39.10 on 11/20/24. Please correct and

resubmit.

12/17/2024 Approved

12/17/2024 Submitted

12/17/2024 In Progress

—

(] 0888020351 October 2024 12/17/2024 Completed o 12/17/2024 411.66



