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Logging In  
 

• Access the website  https://www.commercialcardreports.com 
• Enter assigned User ID and password 
• Click on “Login” button 

 

 
 
 

• Landing page will display the following tabs 
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Selecting Accounts 
 

• Select “Account Summary” from Financial tab 
 

 
 
 

• Utilize “Quick Link” section and click on your assigned department/group 
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• Using Search Criteria, select either Reporting Cycle (1) or Date Type for 
specific date range (2) 

• Click on “Search” 
 

 
 
 

• Select on desired employee from list that appears by clicking on 
corresponding account number 
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Cost Allocation Review Process 
 

• Click on “Expand All” link (1) 
• Verify that all accounting code information is correct (including default 

Fund and Org codes) (2) 
 

 
 
 

• If correct, check the “Reviewed” box and move on to next transaction and 
repeat process (1) 

• If not, click on “Edit Accounting Codes” button and make necessary 
accounting code changes  (2) 
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• If necessary, enter an additional description in “Expense Description” field 
 

 
 
 
• If default Fund or Org codes are not correct, modify accordingly 

 

 
 
 
• In the Account Code section, select appropriate code from drop-down menu 
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• Enter an Activity code if necessary (1) 
• Enter Yes or No for “Receipt” field (2) 

 

 
 
 
• Click on “Save Accounting Codes” button 
• Move on to next transaction and repeat process 

 

 
 
 
 
 
 
 
 
 
 
 



 

 

 

- 9 -

Splitting Transactions 
 

If a transaction requires to be split between accounting codes (fund, org, etc.) 
perform the following procedures: 
 
• Click on Split icon for corresponding transaction 

 

 
 
 

• Determine number of splits in text box 
• Click on “Add” 

 

 
 
 

• Provide a description per split (1) 
• Verify dollar amount per split (must equal total transaction amount) (2) 
• Click on “Save” (3) 
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• Select on “Expand All” link 
 

 
 

 
• Click on “Edit Accounting Codes” button for each appropriate line item  

 

 
 
 

• Perform changes as needed per accounting code field  
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• When all changes have been made, select “Save” button 
 

 
 
 

• Click on “Transaction Summary” within breadcrumb link 
 

 
 
 

• Transaction will now appear like the following on the Transaction Summary 
page 
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Submitting Transactions for Approval 
 

• Verify that all transactions have been reviewed by checkmarks in 
corresponding boxes 

 

 
 
 

• Select “Send Email” button 
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• Default email address(es) will appear or modify with appropriate email 
address(es) 

• Enter description in subject field and compose email  
• Click on “Send” 
 

Note:  A notification email will be routed to the approver and not the actual expense 
report.  Approver will need to access system to approve the expense report. 

 

 
 
 

• Clicking on “Save” button will complete review process 
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Creating & Submitting P-Card Routing Form 
 

• Under Reports Tab, click on “Schedule Report” 
 

 
 
 

• Verify or change “Group By” option to Category (1) 
• P-Card Routing Form will be first report on screen 
• Click on P-Card Routing Form (2) 
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• Click on your assigned group found in the Quick Links section (you may also 
run the report for a specific account by entering data in blank fields) 

 

 
 
 

• Verify Date Type as “Posting Date” 
• Enter in appropriate report description 
• Click on “Next” 
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• Run report on appropriate billing cycle  
• Click on “Save” 
 
Note:  Depending on the amount of data in report, it may take several minutes for 
report to generate 
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• Completed P-Card Routing Form will be found on left-hand side under 
“Completed Reports” section within the Scheduled Reports area 

• Click in this area to download report 
 
Note:  Completed P-Card Routing Form can also be located from landing page 
under “Completed Reports” section in bottom left-hand side 

 

 
 
 

• Click on “Download” button to access and print report 
 

 
 

• Attach necessary receipt/invoices to P-Card Routing Form and forward for 
approval 
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Online Help Function 
 

• Access Online Help from landing page to look up specific functionality 
 

 
 
 

• You will be able to look up specific content based on “Contents” section 
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• Click on specific subject matter link to expand documents 
 

 
 
 

• You may also click on “Search” option and type in key words or phrases 
 

 
 
 

Note:  User guides are available but contain more information than needed and 
require time to search specific subject matter 
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