P-Card Steps

First step, scan all receiptsto desktop as soon as you have them.

DO NOT wait until the last minute to start this process. It will be easier on you if you upload and approve
as soon as you receive each receipt.

Login to you Truist account.
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Click on Card Expensesto start approvingand attching the receipts.
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This is where you will upload the receiptand fill in the needed details. (PO# and budget code)
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Click complete when you are finished and continue the process until all Expenses have cleared.

There are no expenses that need your attention.



Once you’ve submitted your PO and budget code, go back to the HOME tab.
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You should still see approvals. Click on approvals again for the second step in this process.

Approver Summary View
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Lauren Basinger  Truist - Visa  05/31/2022

Click on yourname at this screen.
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Here you will see the date of the transaction, where the transaction took place, the PO numberused,
the budget code you just keyed in step 1 and the amountincluding tax. To the far right of this screen,

then you must check the highlighted box.
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Afteryou have checked this box click onthe APPROVEALLIlink above.

enterprisespendplatform.truist.com says

This option will approve all transactions with a status of Approval

Required.

You can approve individual transactions by using the approve icon
located next to each transaction.

Are you sure you wish to approve all the transactions?

Click ok and your done.

IMPORTANT***

Notify your principal once you have finished your part, so that they can approve the second part.



