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First Time:
1. Enter Username (Missouri Western Email)

2. Enter Password 

3. Click Submit
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· Type in your “Memorable Word Letters”  The screen will ask for specific Characters in the word.
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Above is just information about your screen.
· Click Expense Reports from the right hand side 
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· Click on “Create New Expense Report” 
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· In This box type Cardholder and Month of log.                      
         Example:   Rumpf Sept 11 Pcard Log
· Click on Save
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Expense Report Detals
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· Select the period you are allocating, if you have more than one card  you are responsible for this is where you would also choose the cardholder.
· Click on the Period bar to change to different periods if needed.

· Hit OK
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· Select All

· All transaction should appear to the right of the screen.

· If you have multiple pages make sure to move each page to the right, by Select All. 
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09/08/2011  Officemax Ct USD 5619 0910812011 Officemax Ct UusD 56.19
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· Save
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Click on the Bubbles to the left of the amount.
The list of transactions for the cycle will appear on the screen.

· If the transaction has a red X, the item needs to be coded.

· If the transaction has a green ?, the item has been charged to the default and needs double checked.
You can code each transaction individually by selecting the red X or green ?. 

· This is where items can be split to multiple accounts using the +. 

· If not using defaults, Index Codes and Accounts can be selected by using the drop down box and clicking search. 
· Once found, Index Codes and Accounts can be added to your favorites for faster coding in the future by clicking the right arrow next to each one.

· Once you have placed the correct Index, Account, and G Number, you then need to complete the narrative details with a description of your purchase.

· Finally, indicate whether or not you have a receipt for the transaction by clicking the check box above the narrative details box.

· Click save.
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Once you have saved all allocations you will need to click on “Print Expense Report”
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This is what your information should look like.  From here all you need to do is click on “View Printable Expense Report”

Once you have printed your report you may sign out.


Attach original receipts and Sign and along with your approval signature as well.

Shows 3 most recent transactions





Shows credit limit





Typing description is very important!!!





Defaults have automatically populated
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