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póëíÉã=aÉÑ~ìäí=qÉãéä~íÉ=^ìíÜçêáíáÉë= =K=K=K=K=K=K=K=K=K=K=K=K=K=K=K=K=K=K=K=K=K=K=K=K QN

Users 46
rëÉê=qóéÉë==K=K=K=K=K=K=K=K=K=K=K=K=K=K=K=K=K=K=K=K=K=K=K=K=K=K=K=K=K=K=K=K=K=K=K=K=K=K=K=K=K=K=K QS

`çãé~åó=^Çãáåáëíê~íçê=rëÉê= K=K=K=K=K=K=K=K=K=K=K=K=K=K=K=K=K=K=K=K=K=K=K=K=K QT
fåíÉêãÉÇá~íÉ=rëÉê==K=K=K=K=K=K=K=K=K=K=K=K=K=K=K=K=K=K=K=K=K=K=K=K=K=K=K=K=K=K=K=K=K QT
pìéÉêîáëçê=rëÉê= K=K=K=K=K=K=K=K=K=K=K=K=K=K=K=K=K=K=K=K=K=K=K=K=K=K=K=K=K=K=K=K=K=K=K QT
^ÅÅçìåí=rëÉê= =K=K=K=K=K=K=K=K=K=K=K=K=K=K=K=K=K=K=K=K=K=K=K=K=K=K=K=K=K=K=K=K=K=K=K=K QU

rëÉê=pÉíìé= =K=K=K=K=K=K=K=K=K=K=K=K=K=K=K=K=K=K=K=K=K=K=K=K=K=K=K=K=K=K=K=K=K=K=K=K=K=K=K=K=K=K=K QV
pìéÉêîáëçê=^ëëáÖåãÉåí=K=K=K=K=K=K=K=K=K=K=K=K=K=K=K=K=K=K=K=K=K=K=K=K=K=K=K=K=K=K=K=K=K=K=K RN
`Ü~åÖáåÖ=pìéÉêîáëçê=^ëëáÖåãÉåíë= =K=K=K=K=K=K=K=K=K=K=K=K=K=K=K=K=K=K=K=K=K=K=K=K=K=K RP
^ìíç=rëÉê=pÉíìé= =K=K=K=K=K=K=K=K=K=K=K=K=K=K=K=K=K=K=K=K=K=K=K=K=K=K=K=K=K=K=K=K=K=K=K=K=K=K=K RQ
eçï=^ìíç=rëÉê=pÉíìé=tçêâë= K=K=K=K=K=K=K=K=K=K=K=K=K=K=K=K=K=K=K=K=K=K=K=K=K=K=K=K=K=K RR
rëÉê=j~áåíÉå~åÅÉ==K=K=K=K=K=K=K=K=K=K=K=K=K=K=K=K=K=K=K=K=K=K=K=K=K=K=K=K=K=K=K=K=K=K=K=K=K=K RS

oÉ~ëëáÖåáåÖ=~=qÉãéä~íÉ= K=K=K=K=K=K=K=K=K=K=K=K=K=K=K=K=K=K=K=K=K=K=K=K=K=K=K=K=K RS
oÉëÉííáåÖ=~=m~ëëïçêÇ= K=K=K=K=K=K=K=K=K=K=K=K=K=K=K=K=K=K=K=K=K=K=K=K=K=K=K=K=K=K=K RT
aÉäÉíáåÖ=~=rëÉê= K=K=K=K=K=K=K=K=K=K=K=K=K=K=K=K=K=K=K=K=K=K=K=K=K=K=K=K=K=K=K=K=K=K=K RT
`Ü~åÖáåÖ=~=rëÉêÛë=pí~íìë==K=K=K=K=K=K=K=K=K=K=K=K=K=K=K=K=K=K=K=K=K=K=K=K=K=K=K=K RU
`Ü~åÖáåÖ=~=rëÉêÛë=qóéÉ= K=K=K=K=K=K=K=K=K=K=K=K=K=K=K=K=K=K=K=K=K=K=K=K=K=K=K=K=K RU

råäçÅâáåÖ=~=rëÉê=^ÅÅçìåí= K=K=K=K=K=K=K=K=K=K=K=K=K=K=K=K=K=K=K=K=K=K=K=K=K=K=K=K=K=K=K=K RV
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COMPANY GUIDE 6.3.3iv
Customized Fields 60
lêÖ~åáòáåÖ=`ìëíçãáòÉÇ=cáÉäÇë= =K=K=K=K=K=K=K=K=K=K=K=K=K=K=K=K=K=K=K=K=K=K=K=K=K=K=K=K=K SN
`ìëíçãáòÉÇ=cáÉäÇë=fãéäÉãÉåí~íáçå= K=K=K=K=K=K=K=K=K=K=K=K=K=K=K=K=K=K=K=K=K=K=K=K=K=K SO

`çãé~åó=mêÉÑÉêÉåÅÉë= =K=K=K=K=K=K=K=K=K=K=K=K=K=K=K=K=K=K=K=K=K=K=K=K=K=K=K=K=K=K SO
rëÉê=^ìíÜçêáíáÉë=K=K=K=K=K=K=K=K=K=K=K=K=K=K=K=K=K=K=K=K=K=K=K=K=K=K=K=K=K=K=K=K=K=K=K SO

cáÉäÇ=mêçéÉêíáÉë= K=K=K=K=K=K=K=K=K=K=K=K=K=K=K=K=K=K=K=K=K=K=K=K=K=K=K=K=K=K=K=K=K=K=K=K=K=K=K=K SP
`ìëíçã=cä~Öë=K=K=K=K=K=K=K=K=K=K=K=K=K=K=K=K=K=K=K=K=K=K=K=K=K=K=K=K=K=K=K=K=K=K=K=K=K=K=K=K=K=K SQ

^ÇÇáåÖ=çê=jçÇáÑóáåÖ=~=`ìëíçã=cä~Ö= K=K=K=K=K=K=K=K=K=K=K=K=K=K=K=K=K=K=K=K SQ
`ìëíçã=cáÉäÇë= K=K=K=K=K=K=K=K=K=K=K=K=K=K=K=K=K=K=K=K=K=K=K=K=K=K=K=K=K=K=K=K=K=K=K=K=K=K=K=K=K SR

^ÇÇáåÖ=çê=jçÇáÑóáåÖ=~=`ìëíçã=cáÉäÇ= =K=K=K=K=K=K=K=K=K=K=K=K=K=K=K=K=K=K=K SR
réäç~ÇáåÖ=s~äáÇ~íáçå=s~äìÉë=K=K=K=K=K=K=K=K=K=K=K=K=K=K=K=K=K=K=K=K=K=K=K=K=K=K SS

`çëí=^ääçÅ~íáçå=cáÉäÇë= =K=K=K=K=K=K=K=K=K=K=K=K=K=K=K=K=K=K=K=K=K=K=K=K=K=K=K=K=K=K=K=K=K=K=K SU
^ÇÇáåÖ=çê=jçÇáÑóáåÖ=~=`çëí=^ääçÅ~íáçå=cáÉäÇ= K=K=K=K=K=K=K=K=K=K=K=K=K=K SU
^ÇÇáåÖ=aêçéJÇçïå=s~äìÉë=íç=~=`çëí=^ääçÅ~íáçå=cáÉäÇ= =K=K=K=K=K=K=K SV
réäç~ÇáåÖ=aêçéJÇçïå=s~äìÉë=íç=~=`çëí=^ääçÅ~íáçå=cáÉäÇ= K=K=K=K=K TM

^ÅÅçìåí=bñíÉåÇÉÇ=fåÑçêã~íáçå=cáÉäÇë= K=K=K=K=K=K=K=K=K=K=K=K=K=K=K=K=K=K=K=K=K=K=K=K TN
^ÇÇáåÖ=çê=jçÇáÑóáåÖ=~å=^ÅÅçìåí=bñíÉåÇÉÇ=fåÑçêã~íáçå=cáÉäÇ==K TN

aÉäÉíáåÖ=~=`ìëíçãáòÉÇ=cáÉäÇ= =K=K=K=K=K=K=K=K=K=K=K=K=K=K=K=K=K=K=K=K=K=K=K=K=K=K=K=K=K=K TO
p~îáåÖ=qê~åë~Åíáçåë=ïáíÜ=fåî~äáÇ=^ÅÅçìåí=`çÇÉë= K=K=K=K=K=K=K=K=K=K=K=K=K=K=K=K TP
`êÉ~íáåÖ=oÉèìáêÉÇ=cáÉäÇë= =K=K=K=K=K=K=K=K=K=K=K=K=K=K=K=K=K=K=K=K=K=K=K=K=K=K=K=K=K=K=K=K=K TQ
`êÉ~íáåÖ=a~íÉ=qóéÉ=cáÉäÇë==K=K=K=K=K=K=K=K=K=K=K=K=K=K=K=K=K=K=K=K=K=K=K=K=K=K=K=K=K=K=K=K TS

qáéë=Ñçê=rëáåÖ=a~íÉ=cáÉäÇë==K=K=K=K=K=K=K=K=K=K=K=K=K=K=K=K=K=K=K=K=K=K=K=K=K=K=K TS
bå~ÄäáåÖ=çê=aáë~ÄäáåÖ=cáÉäÇë=Ñçê=`~êÇÜçäÇÉê=bÇáíáåÖ= =K=K=K=K=K=K=K=K=K=K=K=K=K TU

içÅâáåÖ=cáÉäÇë=íÜ~í=`çåí~áå=aÉÑ~ìäí=^ÅÅçìåí=`çÇÉë=K=K=K=K=K=K=K=K=K TV
içÅâáåÖ=~=cáÉäÇ=áå=~=aÉéÉåÇÉåÅó=`Ü~áå= K=K=K=K=K=K=K=K=K=K=K=K=K=K=K=K=K UM
içÅâáåÖ=~=cáÉäÇ=íÜ~í=áë=oÉèìáêÉÇ= K=K=K=K=K=K=K=K=K=K=K=K=K=K=K=K=K=K=K=K=K=K=K UN

`êçëëJs~äáÇ~íáçå=Ñçê=`çëí=^ääçÅ~íáçå=cáÉäÇë= =K=K=K=K=K=K=K=K=K=K=K=K=K=K=K=K=K=K=K=K UO
eçï=`êçëëJs~äáÇ~íáçå=tçêâë= =K=K=K=K=K=K=K=K=K=K=K=K=K=K=K=K=K=K=K=K=K=K=K=K=K UO
pÉííáåÖ=ré=`çëí=^ääçÅ~íáçå=cáÉäÇë=cçê=`êçëëJî~äáÇ~íáçå= K=K=K=K=K=K=K UO

Default Account Codes 86
pÉííáåÖ=aÉÑ~ìäí=^ÅÅçìåí=`çÇÉë=çå=^ÅÅçìåí=j~áåíÉå~åÅÉ= K=K=K=K=K=K=K=K=K=K UU
pÉíìé=aÉÑ~ìäí=^ÅÅçìåí=`çÇÉë= K=K=K=K=K=K=K=K=K=K=K=K=K=K=K=K=K=K=K=K=K=K=K=K=K=K=K=K=K=K UU
pÉííáåÖ=ìé=aÉÑ~ìäí=^ÅÅçìåí=`çÇÉë=lÑÑ=iáåÉ= K=K=K=K=K=K=K=K=K=K=K=K=K=K=K=K=K=K=K=K UV

pÅÜÉÇìäáåÖ=íÜÉ=aÉÑ~ìäí=^ÅÅçìåí=`çÇÉë=cáäÉ= K=K=K=K=K=K=K=K=K=K=K=K=K=K=K UV
bÇáíáåÖ=íÜÉ=aÉÑ~ìäí=^ÅÅçìåí=`çÇÉë=cáäÉ=K=K=K=K=K=K=K=K=K=K=K=K=K=K=K=K=K=K VM

réäç~ÇáåÖ=íÜÉ=aÉÑ~ìäí=^ÅÅçìåí=`çÇÉë=cáäÉ= K=K=K=K=K=K=K=K=K=K=K=K=K=K=K=K=K=K=K=K VO
rëáåÖ=íÜÉ=aÉÑ~ìäí=^ÅÅçìåí=`çÇÉë=`çåÑáêã~íáçå=cáäÉ= =K=K=K=K=K=K=K=K=K=K=K=K=K VP

`çåÑáêã~íáçå=ÑáäÉ= K=K=K=K=K=K=K=K=K=K=K=K=K=K=K=K=K=K=K=K=K=K=K=K=K=K=K=K=K=K=K=K=K=K VP

General Ledger Options 95
pÉííáåÖ=dÉåÉê~ä=iÉÇÖÉê=`çÇÉ=aáëéä~ó=léíáçåë=K=K=K=K=K=K=K=K=K=K=K=K=K=K=K=K=K=K VS
rëáåÖ=íÜÉ=cáå~ä=di=`çÇÉ==K=K=K=K=K=K=K=K=K=K=K=K=K=K=K=K=K=K=K=K=K=K=K=K=K=K=K=K=K=K=K=K=K VT

j~ééáåÖ=íÜÉ=cáå~ä=di=`çÇÉ= K=K=K=K=K=K=K=K=K=K=K=K=K=K=K=K=K=K=K=K=K=K=K=K=K=K VU
^ëëáÖåáåÖ=íÜÉ=cáå~ä=di=`çÇÉ=íç=~=pÉÅçåÇ~êó=cáÉäÇ=K=K=K=K=K=K=K=K=K=K VV

j``=di=j~áåíÉå~åÅÉ= =K=K=K=K=K=K=K=K=K=K=K=K=K=K=K=K=K=K=K=K=K=K=K=K=K=K=K=K=K=K=K=K=K=K NMM
j~ééáåÖ=di=`çÇÉë=íç=j``ë= =K=K=K=K=K=K=K=K=K=K=K=K=K=K=K=K=K=K=K=K=K=K=K=K NMN
açïåäç~ÇáåÖ=j``=di=`çÇÉë=K=K=K=K=K=K=K=K=K=K=K=K=K=K=K=K=K=K=K=K=K=K=K=K NMN
réäç~ÇáåÖ=j``=di=`çÇÉë= K=K=K=K=K=K=K=K=K=K=K=K=K=K=K=K=K=K=K=K=K=K=K=K=K=K NMO
j``=di=`çÇÉ=cáäÉ=oÉèìáêÉãÉåíë==K=K=K=K=K=K=K=K=K=K=K=K=K=K=K=K=K=K=K=K=K NMO
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COMPANY GUIDE 6.3.3 v
Allocating Account Codes 103
eçï=íç=^ääçÅ~íÉ=^ÅÅçìåí=`çÇÉë=K=K=K=K=K=K=K=K=K=K=K=K=K=K=K=K=K=K=K=K=K=K=NMP
aáë~ÄäáåÖ=`çëí=^ääçÅ~íáçå=çÑ=^ÇàìëíãÉåíë==K=K=K=K=K=K=K=K=K=K=K=K=K=K=K=NMQ

`çëí=^ääçÅ~íáçå=mêçÅÉëëáåÖ= K=K=K=K=K=K=K=K=K=K=K=K=K=K=K=K=K=K=K=K=K=K=K=K=K=K=K=K=K=K=K=NMQ

Financial 106
qê~åë~Åíáçå=pìãã~êó= =K=K=K=K=K=K=K=K=K=K=K=K=K=K=K=K=K=K=K=K=K=K=K=K=K=K=K=K=K=K=K=K=K=K=NMS
sáÉïáåÖ=qê~åë~Åíáçå=aÉí~áäë= K=K=K=K=K=K=K=K=K=K=K=K=K=K=K=K=K=K=K=K=K=K=K=K=K=K=K=K=K=K=NMV
qê~åë~Åíáçå=^ÅÅçìåí=`çÇÉë==K=K=K=K=K=K=K=K=K=K=K=K=K=K=K=K=K=K=K=K=K=K=K=K=K=K=K=K=K=K=NNM
oÉîáÉïáåÖ=qê~åë~Åíáçåë= K=K=K=K=K=K=K=K=K=K=K=K=K=K=K=K=K=K=K=K=K=K=K=K=K=K=K=K=K=K=K=K=K=NNQ
^ÅÅçìåí=^ééêçî~ä=pìãã~êó=K=K=K=K=K=K=K=K=K=K=K=K=K=K=K=K=K=K=K=K=K=K=K=K=K=K=K=K=K=K=NNR

j~êâ=qê~åë~Åíáçåë=Äó=^ÅÅçìåí= K=K=K=K=K=K=K=K=K=K=K=K=K=K=K=K=K=K=K=K=K=K=K=NNS
j~êâ=qê~åë~Åíáçåë=_ó=m~ÖÉ= =K=K=K=K=K=K=K=K=K=K=K=K=K=K=K=K=K=K=K=K=K=K=K=K=K=NNS

pÅÜÉÇìäÉ=qê~åë~Åíáçå=^ééêçî~ä= =K=K=K=K=K=K=K=K=K=K=K=K=K=K=K=K=K=K=K=K=K=K=K=K=K=K=K=NNT

Purchase Log 118
mìêÅÜ~ëÉ=içÖ=pÉíìé= K=K=K=K=K=K=K=K=K=K=K=K=K=K=K=K=K=K=K=K=K=K=K=K=K=K=K=K=K=K=K=NNU

mìêÅÜ~ëÉ=içÖ=^ÅÅçìåí=pìãã~êó= =K=K=K=K=K=K=K=K=K=K=K=K=K=K=K=K=K=K=K=K=K=K=K=K=K=K=NNU
mìêÅÜ~ëÉ=içÖ=pìãã~êó= K=K=K=K=K=K=K=K=K=K=K=K=K=K=K=K=K=K=K=K=K=K=K=K=K=K=K=K=K=K=K=K=K=NNV

^ÇÇáåÖ=~=mìêÅÜ~ëÉ=içÖ= =K=K=K=K=K=K=K=K=K=K=K=K=K=K=K=K=K=K=K=K=K=K=K=K=K=K=K=K=NOM
aÉäÉíáåÖ=~=mìêÅÜ~ëÉ=içÖ= =K=K=K=K=K=K=K=K=K=K=K=K=K=K=K=K=K=K=K=K=K=K=K=K=K=K=K=NOM
jçÇáÑóáåÖ=~=mìêÅÜ~ëÉ=içÖ==K=K=K=K=K=K=K=K=K=K=K=K=K=K=K=K=K=K=K=K=K=K=K=K=K=K=NOM
oìååáåÖ=~=mìêÅÜ~ëÉ=içÖ=aÉí~áä=oÉéçêí= K=K=K=K=K=K=K=K=K=K=K=K=K=K=K=K=K=NON

mìêÅÜ~ëÉ=içÖ=aÉí~áä=K=K=K=K=K=K=K=K=K=K=K=K=K=K=K=K=K=K=K=K=K=K=K=K=K=K=K=K=K=K=K=K=K=K=K=K=NOO

Email 123
bã~áä=jÉëë~ÖÉë= K=K=K=K=K=K=K=K=K=K=K=K=K=K=K=K=K=K=K=K=K=K=K=K=K=K=K=K=K=K=K=K=K=K=K=K=K=K=K=NOP

`êÉ~íáåÖ=~å=bã~áä=jÉëë~ÖÉ=K=K=K=K=K=K=K=K=K=K=K=K=K=K=K=K=K=K=K=K=K=K=K=K=K=K=NOP
jçÇáÑóáåÖ=~å=bã~áä=jÉëë~ÖÉ==K=K=K=K=K=K=K=K=K=K=K=K=K=K=K=K=K=K=K=K=K=K=K=K=NOQ
aÉäÉíáåÖ=~å=bã~áä=jÉëë~ÖÉ= =K=K=K=K=K=K=K=K=K=K=K=K=K=K=K=K=K=K=K=K=K=K=K=K=K=NOQ

pÅÜÉÇìäÉ=bã~áä= K=K=K=K=K=K=K=K=K=K=K=K=K=K=K=K=K=K=K=K=K=K=K=K=K=K=K=K=K=K=K=K=K=K=K=K=K=K=K=NOR

Exports 127
bñéçêí=qÉãéä~íÉë= =K=K=K=K=K=K=K=K=K=K=K=K=K=K=K=K=K=K=K=K=K=K=K=K=K=K=K=K=K=K=K=K=K=K=K=K=K=NOT
`ìëíçã=bñéçêí=pÉíìé=K=K=K=K=K=K=K=K=K=K=K=K=K=K=K=K=K=K=K=K=K=K=K=K=K=K=K=K=K=K=K=K=K=K=K=NOU

^ÇÇáåÖ=~=kÉï=qÉãéä~íÉ= =K=K=K=K=K=K=K=K=K=K=K=K=K=K=K=K=K=K=K=K=K=K=K=K=K=K=K=NOU
pÉííáåÖ=bñéçêí=léíáçåë=K=K=K=K=K=K=K=K=K=K=K=K=K=K=K=K=K=K=K=K=K=K=K=K=K=K=K=K=K=NOV
^ëëáÖåáåÖ=cáÉäÇë=íç=íÜÉ=qÉãéä~íÉ==K=K=K=K=K=K=K=K=K=K=K=K=K=K=K=K=K=K=K=K=K=NPN
pÉííáåÖ=cáÉäÇ=léíáçåë= K=K=K=K=K=K=K=K=K=K=K=K=K=K=K=K=K=K=K=K=K=K=K=K=K=K=K=K=K=K=NPO
jçÇáÑóáåÖ=~=qÉãéä~íÉ==K=K=K=K=K=K=K=K=K=K=K=K=K=K=K=K=K=K=K=K=K=K=K=K=K=K=K=K=K=NPP
aÉäÉíáåÖ=~=qÉãéä~íÉ= =K=K=K=K=K=K=K=K=K=K=K=K=K=K=K=K=K=K=K=K=K=K=K=K=K=K=K=K=K=K=NPP

=oÉ~äJíáãÉ=bñéçêí= =K=K=K=K=K=K=K=K=K=K=K=K=K=K=K=K=K=K=K=K=K=K=K=K=K=K=K=K=K=K=K=K=K=K=K=K=K=NPQ
açïåäç~ÇáåÖ=çê=çéÉåáåÖ=~=êÉ~äJíáãÉ=Éñéçêí= K=K=K=K=K=K=K=K=K=K=K=K=K=NPR

pÅÜÉÇìäÉ=bñéçêí= =K=K=K=K=K=K=K=K=K=K=K=K=K=K=K=K=K=K=K=K=K=K=K=K=K=K=K=K=K=K=K=K=K=K=K=K=K=K=NPS
cáå~åÅá~ä=bñéçêí=cä~Ö= K=K=K=K=K=K=K=K=K=K=K=K=K=K=K=K=K=K=K=K=K=K=K=K=K=K=K=K=K=K=K=K=K=K=K=NPT

cä~Ö=qê~åë~Åíáçåë=aìêáåÖ=bñéçêí= =K=K=K=K=K=K=K=K=K=K=K=K=K=K=K=K=K=K=K=K=K=NPT
cä~Ö=qê~åë~Åíáçåë=çå=íÜÉ=qê~åë~Åíáçå=aÉí~áä=ëÅêÉÉå= K=K=K=K=K=K=K=K=NPT

oÉëÉí=cáå~åÅá~ä=bñéçêí=cä~Ö= =K=K=K=K=K=K=K=K=K=K=K=K=K=K=K=K=K=K=K=K=K=K=K=K=K=K=K=K=K=K=NPU
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oÉéçêí=cçêã~íë==K=K=K=K=K=K=K=K=K=K=K=K=K=K=K=K=K=K=K=K=K=K=K=K=K=K=K=K=K=K=K=K=K=K=K=K=K=K=K NPV

pÅêÉÉå=sÉêëáçå=EeqjiF= =K=K=K=K=K=K=K=K=K=K=K=K=K=K=K=K=K=K=K=K=K=K=K=K=K=K=K=K NPV
mêáåí=sÉêëáçå=EmacF==K=K=K=K=K=K=K=K=K=K=K=K=K=K=K=K=K=K=K=K=K=K=K=K=K=K=K=K=K=K=K NQM

oìå=oÉéçêíë= =K=K=K=K=K=K=K=K=K=K=K=K=K=K=K=K=K=K=K=K=K=K=K=K=K=K=K=K=K=K=K=K=K=K=K=K=K=K=K=K=K NQM
pÅÜÉÇìäÉ=oÉéçêí= =K=K=K=K=K=K=K=K=K=K=K=K=K=K=K=K=K=K=K=K=K=K=K=K=K=K=K=K=K=K=K=K=K=K=K=K=K=K NQO
pÅÜÉÇìäÉ=pìãã~êó= =K=K=K=K=K=K=K=K=K=K=K=K=K=K=K=K=K=K=K=K=K=K=K=K=K=K=K=K=K=K=K=K=K=K=K=K NQP

`Ü~åÖáåÖ=~=pÅÜÉÇìäÉ= K=K=K=K=K=K=K=K=K=K=K=K=K=K=K=K=K=K=K=K=K=K=K=K=K=K=K=K=K=K NQQ
aÉäÉíáåÖ=~=pÅÜÉÇìäÉ=K=K=K=K=K=K=K=K=K=K=K=K=K=K=K=K=K=K=K=K=K=K=K=K=K=K=K=K=K=K=K NQQ

rëáåÖ=íÜÉ=oÉéçêí=~åÇ=bñéçêí=pÅÜÉÇìäÉê= =K=K=K=K=K=K=K=K=K=K=K=K=K=K=K=K=K=K=K=K=K NQR
låÉ=qáãÉ==K=K=K=K=K=K=K=K=K=K=K=K=K=K=K=K=K=K=K=K=K=K=K=K=K=K=K=K=K=K=K=K=K=K=K=K=K=K NQR
tÉÉâäó=o~åÖÉ= K=K=K=K=K=K=K=K=K=K=K=K=K=K=K=K=K=K=K=K=K=K=K=K=K=K=K=K=K=K=K=K=K=K=K NQR
jçåíÜäó=o~åÖÉ= =K=K=K=K=K=K=K=K=K=K=K=K=K=K=K=K=K=K=K=K=K=K=K=K=K=K=K=K=K=K=K=K=K=K NQS
_áääáåÖ=`óÅäÉ==K=K=K=K=K=K=K=K=K=K=K=K=K=K=K=K=K=K=K=K=K=K=K=K=K=K=K=K=K=K=K=K=K=K=K=K NQS
pÅÜÉÇìäáåÖ=oÉéçêíë=çê=bñéçêíë=Ñçê=m~ëí=_áääáåÖ=`óÅäÉë= =K=K=K=K=K=K NQT

bã~áä=kçíáÑáÅ~íáçå=Ñçê=pÅÜÉÇìäÉÇ=bñéçêíë=~åÇ=oÉéçêíë= K=K=K=K=K=K=K=K=K=K=K NQT
pÅÜÉÇìäáåÖ=oÉéçêíë=Ñçê=`~êÇÜçäÇÉêë==K=K=K=K=K=K=K=K=K=K=K=K=K=K=K=K=K=K=K=K=K=K=K=K NQU

pÅÜÉÇìäáåÖ=oÉéçêíë=Ñçê=^ii=`~êÇÜçäÇÉêë=áå=íÜÉ=`çãé~åó= =K=K=K NQU
pÅÜÉÇìäáåÖ=oÉéçêíë=Ñçê=pÉäÉÅíÉÇ=`~êÇÜçäÇÉêë= =K=K=K=K=K=K=K=K=K=K=K=K NQV

oÉéçêí=mêÉÑÉêÉåÅÉë= =K=K=K=K=K=K=K=K=K=K=K=K=K=K=K=K=K=K=K=K=K=K=K=K=K=K=K=K=K=K=K=K=K=K=K=K NRM

Supplier 151
pìééäáÉê=fãéäÉãÉåí~íáçå==K=K=K=K=K=K=K=K=K=K=K=K=K=K=K=K=K=K=K=K=K=K=K=K=K=K=K=K=K=K=K=K NRO
pìééäáÉê=pÉíìé= K=K=K=K=K=K=K=K=K=K=K=K=K=K=K=K=K=K=K=K=K=K=K=K=K=K=K=K=K=K=K=K=K=K=K=K=K=K=K=K NRP
`êÉ~íáåÖ=~=kÉï=pìééäáÉê=Ñêçã=íÜÉ=jÉêÅÜ~åí=aÉí~áä=ëÅêÉÉå= K=K=K=K=K=K=K=K NRR
pìééäáÉê=j~áåíÉå~åÅÉ= =K=K=K=K=K=K=K=K=K=K=K=K=K=K=K=K=K=K=K=K=K=K=K=K=K=K=K=K=K=K=K=K=K=K NRS

jçÇáÑóáåÖ=pìééäáÉê=^ÇÇêÉëë=fåÑçêã~íáçå= K=K=K=K=K=K=K=K=K=K=K=K=K=K=K=K NRS
jçÇáÑóáåÖ=íÜÉ=pìééäáÉê=di=`çÇÉ= =K=K=K=K=K=K=K=K=K=K=K=K=K=K=K=K=K=K=K=K=K NRS
rå~ëëçÅá~íáåÖ=jÉêÅÜ~åíë==K=K=K=K=K=K=K=K=K=K=K=K=K=K=K=K=K=K=K=K=K=K=K=K=K=K=K NRT
`Ü~åÖáåÖ=íÜÉ=pÉäÉÅíáçå=`êáíÉêá~=K=K=K=K=K=K=K=K=K=K=K=K=K=K=K=K=K=K=K=K=K=K=K NRT
aÉäÉíáåÖ=~=pìééäáÉê==K=K=K=K=K=K=K=K=K=K=K=K=K=K=K=K=K=K=K=K=K=K=K=K=K=K=K=K=K=K=K NRU

pÅÜÉÇìäÉ=pìééäáÉê=^ëëçÅá~íáçå==K=K=K=K=K=K=K=K=K=K=K=K=K=K=K=K=K=K=K=K=K=K=K=K=K=K=K=K NRV

Vendor Number 160
jÉêÅÜ~åí=sÉåÇçê=kìãÄÉê= =K=K=K=K=K=K=K=K=K=K=K=K=K=K=K=K=K=K=K=K=K=K=K=K=K=K NSM
pìééäáÉê=sÉåÇçê=kìãÄÉê= K=K=K=K=K=K=K=K=K=K=K=K=K=K=K=K=K=K=K=K=K=K=K=K=K=K=K NSN

Custom Billing Cycles 162
_áääáåÖ=`óÅäÉ=fãéäÉãÉåí~íáçå= K=K=K=K=K=K=K=K=K=K=K=K=K=K=K=K=K=K=K=K=K=K=K=K=K=K=K=K=K NSP
`ìëíçã=_áääáåÖ=`óÅäÉ=j~áåíÉå~åÅÉ==K=K=K=K=K=K=K=K=K=K=K=K=K=K=K=K=K=K=K=K=K=K=K=K=K NSQ

^ÇÇáåÖ=_áääáåÖ=`óÅäÉë=K=K=K=K=K=K=K=K=K=K=K=K=K=K=K=K=K=K=K=K=K=K=K=K=K=K=K=K=K=K NSQ
jçÇáÑóáåÖ=_áääáåÖ=`óÅäÉë= =K=K=K=K=K=K=K=K=K=K=K=K=K=K=K=K=K=K=K=K=K=K=K=K=K=K=K NSR
aÉäÉíáåÖ=~=_áääáåÖ=`óÅäÉ= K=K=K=K=K=K=K=K=K=K=K=K=K=K=K=K=K=K=K=K=K=K=K=K=K=K=K=K NSR
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bñÅÉéíáçå=oÉéçêíáåÖ=fãéäÉãÉåí~íáçå= K=K=K=K=K=K=K=K=K=K=K=K=K=K=K=K=K=K=K=K=K=K=K=NSS
^ÅÅçìåí=bñÅÉéíáçå=oÉéçêíáåÖ=K=K=K=K=K=K=K=K=K=K=K=K=K=K=K=K=K=K=K=K=K=K=K=K=K=K=K=K=K=NST

bñÅÉéíáçå=oÉéçêíáåÖ=Ñçê=~ää=^ÅÅçìåíë==K=K=K=K=K=K=K=K=K=K=K=K=K=K=K=K=K=K=NST
bñÅÉéíáçå=oÉéçêíáåÖ=Ñçê=fåÇáîáÇì~ä=^ÅÅçìåíë= =K=K=K=K=K=K=K=K=K=K=K=K=NST
bñÅäìÇáåÖ=^ÅÅçìåíë=Ñêçã=bñÅÉéíáçå=oÉéçêíáåÖ= K=K=K=K=K=K=K=K=K=K=K=NSU
^ÅÅçìåí=^Åíáîáíó=bñÅÉéíáçå=oÉéçêí= K=K=K=K=K=K=K=K=K=K=K=K=K=K=K=K=K=K=K=K=NSV

jÉêÅÜ~åí=`~íÉÖçêó=bñÅÉéíáçå=oÉéçêíáåÖ= K=K=K=K=K=K=K=K=K=K=K=K=K=K=K=K=K=K=K=K=K=NTM
jÉêÅÜ~åí=`~íÉÖçêó=bñÅÉéíáçå=oÉéçêí==K=K=K=K=K=K=K=K=K=K=K=K=K=K=K=K=K=K=NTN

jÉêÅÜ~åí=bñÅÉéíáçå=oÉéçêíáåÖ= K=K=K=K=K=K=K=K=K=K=K=K=K=K=K=K=K=K=K=K=K=K=K=K=K=K=K=K=NTN
jÉêÅÜ~åí=bñÅÉéíáçå=oÉéçêí==K=K=K=K=K=K=K=K=K=K=K=K=K=K=K=K=K=K=K=K=K=K=K=K=K=NTO
Copyright 2005 MasterCard International



COMPANY GUIDE 6.3.3viii
Copyright 2005 MasterCard International



COMPANY GUIDE 6.3.3 1
What’s New
What’s New

Enhancements for the Financial Screens

New User Interface
A new user interface for the financial screens has been created to improve navigation 
and workflow of the most common tasks, such as cost allocation, transaction split, and 
general transaction management. The change in the user interface does not affect actual 
data in any way; historical transaction data is the same. The only change is the way the 
transactions are displayed on the screen. 

To help users transition to the new screens, three online demonstrations are available to 
demonstrate how to cost allocate a transaction, split a transaction, and create a non-card 
transaction. A link to the demonstrations is available in the Links section of the home 
page. 

Expanded Filter Options for Financial Search
Expanded search options enable users of all levels to search for transactions based on 
seven additional search criteria. 

The Detail icons navigate 
to other financial screens.

Non-Card Transaction

Split Transaction

New icons for Email Notification 
and Add Non-Card Transaction. More tax options for purchases 

with multiple tax amounts. 
The sort options can be used to 
re-sort the entire search results.
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What’s New
Improved Workflow for Cost Allocation
A new option in the Account Codes section of the Transaction Summary screen 
enhances navigation when cost allocating a transaction by enabling you to 
automatically save changes and move to the next transaction’s account codes with just 
one click. 

New Sort Order for Adjustments
The Transaction Summary screen, Expense Report, and Account Statement Report have 
been enhanced to sort adjustments by posting date and then by acquirer reference 
number. Adjustments, such as cross-border conversion fees or credits, now display next 
to the related transaction; allowing you to review transactions and their related 
adjustments side by side instead of having transactions and fees separated. 

Cost Allocating from the Transaction Detail screen
The Transaction Detail screen has been enhanced to improve the speed at which the 
Web page loads. The Account Codes section is initially hidden when you enter the 
Transaction Detail screen, which enables the page to display more quickly. To view or 

add account codes, click the Allocate icon  to display the Account Codes section. 

Saving Transactions with Invalid Account Codes
When account codes change and an old code that is no longer valid is currently 
assigned to a transaction, that value is retained until a new code is selected from the 
drop-down list. To ensure that the most up-to-date account codes are used, the system 
displays a warning when an account code is no longer valid.

Purchase Log
The new Purchase Log option is an online alternative to the paper-based purchase logs 
widely used by cardholders to track and reconcile purchases. Like the traditional paper 
or spreadsheet log, the application’s electronic purchase log enables cardholders to log 
the relevant details of the purchase before the transaction is available in the application. 
A Purchase Log Report provides a printer-friendly version of the purchases.

Currency Code Options for Non-Card Transactions
The non-card transaction process has been enhanced to use either the currency code 
assigned at the company level or at the cardholder account level as the posting 
currency when creating a new non-card transaction. Non-card transactions previously 
defaulted to the currency of the company. Now, the company administrator has the 
option to specify the account’s currency as the posting currency of non-card 
transactions that are created for the account. The new option, Source of Currency for 
Non-Card Transactions, in Company Preferences sets the currency. 

Mass Update Option for Setting Supervisor-Reviewed Status
A new mass update option, Schedule Transaction Approval (Financial tab), allows 
managers and administrators to mass apply the supervisor-reviewed status to a range of 
transactions. The mass update runs as a scheduled process, which runs multiple times 
throughout the day.
Copyright 2005 MasterCard International
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What’s New
Zero Line Items Allowed for VAT Eligibility 
The VAT Eligibility logic has been re-configured to no longer require Line Items to have 
a non-zero Extended Item Amount when the Transaction Amount is not equal to zero. 
The UK VAT LID Report has also been updated to reflect the change. 

Report Enhancements

Supervisor Summary Report
The new Supervisor Summary Report provides a listing of all supervisor users in the 
company as well as a high-level summary of the review status for each supervisor’s 
assigned transactions. This report is available to company administrators and higher-
level users. 

Adjustments Restricted on Cost Allocation Reports
The existing Allow Cost Allocation of Adjustments option in Company Preferences now 
controls whether adjustments are included in the Cost Allocation Detail Report and Cost 
Allocation Summary Report, ensuring that the cost allocation reports are consistent with 
how adjustments are cost allocated (or not cost allocated) in the online view.

New Company Preferences

New and Updated Authorities

Company Preference Description

Allow Purchase Log

Default is set to “No”; editable by company 
administrator

Enables the Purchase Log option from the Financial 
tab, which allows users to maintain a log of 
purchases in the application.

Source of Currency for Non-Card Transactions

Default is set to “Company”; editable by company 
administrator

Sets the posting currency for non-card transactions to 
the company currency or the account currency.

Lodged Card Settings

This option will display if at least one lodged card 
template has been created for the company. 

Enables a company administrator to select a default 
lodged card template that will be assigned to all new 
accounts added to the application through the daily 
file transmission.

Authority Description Available to...

Added to 
Default 
Templates?

(Enhanced) Allow Mass Updates Enables the user to Schedule 
Transaction Approvals, which is 
available from the Financial tab. 

Currently, the “Allow Mass Updates” 
authority enables a mass update option 
on the Account Approval Summary 
screen.

• Supervisor
• Intermediate User
• Company Administrator

Yes

(New) Print Supervisor Summary 
Report

Enables the user to print the Supervisor 
Summary Report. 

• Company Administrator Yes
Copyright 2005 MasterCard International
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What’s New
New Language Option for Castilian Spanish
In response to broadening markets, the application will now be available in Castilian 
Spanish. The application will still be available in Latin American Spanish for users in the 
Latin American region. The original language option for Latin American Spanish, 
Español, has been changed to Español (América Latina). The new language for Castilian 
Spanish is Español (España).

Updates
• Password Reset Message - When a user is prompted to reset his or her 

password, a new message provides the minimum requirements for creating a 
password.

• Vertical Scrolling on Transaction Summary Screen - The Account Codes section 
of the Transaction Summary screen prevents automatically scrolling to the top 
of the summary page when account codes are applied. The screen stays 
focused on the Account Codes section until the user manually scrolls the 
page.

• Exporting the Adjustment Description - The MCH.Merchant Name export field 
contains the transaction description, which can be the merchant name or 
adjustment description. The export process has been updated to ensure that 
when the adjustment description is exported, it is limited to the maximum 
field length of the MCH.Merchant Name field: 25 alphanumeric characters.

• Corrected Processing for Splits - The split process is corrected to accurately 
total the split amounts when the total transaction amount is over 1,000 and 
contains a group separator.

• Corrected Calculation for Split Lines and Applied VAT Tax Rates - The VAT Tax 
Rate calculation prevents truncating the tax rate according to the user’s 
decimal digits setting (Default Currency Settings - User Maintenance). If a tax 
rate is set up as .126, the system will calculate the tax using the three-digit tax 
rate regardless of the user’s currency settings. 

• Debit Credit Indicator Corrected for Exported Line Item Addendum - The 
export process for line item information can export credit and debit indicators 
from the Line Item Addendum, not from the parent transaction. The screen 
display of line item information still inherits the credit and debit indicators 
from the parent transaction.
Copyright 2005 MasterCard International
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Introduction
Introduction

qÜáë=~ééäáÅ~íáçå=áë=~å=çåäáåÉ=êÉéçêíáåÖ=íççä=íÜ~í=~ääçïë=óçì=íç=~ÅÅÉëë=mìêÅÜ~ëáåÖI=cäÉÉíI=
~åÇ=_ìëáåÉëë=Å~êÇ=íê~åë~Åíáçåë=ëÉÅìêÉäó=çîÉê=íÜÉ=áåíÉêåÉíK=qÜáë=~ééäáÅ~íáçå=Å~å=ÜÉäé=óçì=
ÉñéÉÇáíÉ=ÉñéÉåëÉ=êÉéçêíáåÖ=Äó=~ääçïáåÖ=óçì=íç=êÉîáÉï=ÉñéÉåëÉëI=Åçëí=~ääçÅ~íÉ=~åÇ=ëéäáí=
íê~åë~ÅíáçåëI=ÅêÉ~íÉ=åçåJÅ~êÇ=íê~åë~Åíáçå=ÉñéÉåëÉëI=Éñéçêí=Ç~í~=~åÇ=êìå=êÉéçêíë=Ô=~ää=
çåäáåÉ=~åÇ=~í=óçìê=ÅçåîÉåáÉåÅÉK=^ää=óçì=åÉÉÇ=áë=~=ìëÉê=faI=~=é~ëëïçêÇ=~åÇ=~ÅÅÉëë=íç=íÜÉ=
fåíÉêåÉíK=

Accessing Data and Processes
qÜáë=~ééäáÅ~íáçå=áë=~ìíÜçêáíóJÄ~ëÉÇI=ïÜáÅÜ=ãÉ~åë=íÜ~í=óçìê=~ÅÅÉëë=íç=Ç~í~=~åÇ=ÑìåÅíáçåë=
áë=ÇÉíÉêãáåÉÇ=Äó=ìëÉê=~ìíÜçêáíáÉë=çê=“éÉêãáëëáçåëÒK=vçìê=áëëìÉê=~Çãáåáëíê~íçê=ÇÉíÉêãáåÉë=
íÜÉ=î~êáçìë=ÑìåÅíáçåë=~åÇ=Ç~í~=íÜ~í=~êÉ=~î~áä~ÄäÉ=íç=óçìK=^ë=íÜÉ=Åçãé~åó=~Çãáåáëíê~íçêI=
óçì=Ü~îÉ=íÜÉ=~Äáäáíó=íç=Éå~ÄäÉ=çê=Çáë~ÄäÉ=íÜÉ=ìëÉê=~ìíÜçêáíáÉë=éêçîáÇÉÇ=íç=íÜÉ=ìëÉêë=
ïáíÜáå=óçìê=Åçãé~åóK=

Role of the Company Administrator
^å=áëëìÉê=áåáíá~ääó=Éåêçääë=~=Åçãé~åó=íç=ìëÉ=íÜÉ=~ééäáÅ~íáçåK=låÅÉ=~=Åçãé~åó=áë=
ÉåêçääÉÇI=~=Åçãé~åó=~Çãáåáëíê~íçê=í~âÉë=çîÉê=~åÇ=áãéäÉãÉåíë=íÜÉ=~ééäáÅ~íáçå=~í=íÜÉ=
Åçãé~åó=äÉîÉäK=^ë=~=Åçãé~åó=~Çãáåáëíê~íçêI=óçì=ïáää=êÉÅÉáîÉ=~=ìëÉê=faI=é~ëëïçêÇI=~åÇ=
äçÖáå=áåëíêìÅíáçåëK
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Getting Started
Getting Started

If you are already familiar with Web-based applications, learning this application will be 
easy! The application uses many standard navigation elements and with the intuitive 
design you will be able to get started in no time. If you are not as experienced with 
navigating the Web, be sure to read the Getting Started section in its entirety to learn 
important information about browser requirements, login information, and navigation 
elements used in the application. 

Browser Requirements
To ensure the protection of your data, you are required to use a browser with 128-bit 
encryption in order to login to the application. This is the highest level of encryption 
available commercially. 

If your browser does not support 128-bit encryption, you will have to upgrade your 
browser to enable the proper encryption level in order to login. The application 
attempts to check the type of browser currently installed on your PC and displays the 
appropriate upgrade. If the application cannot verify your browser, the page displays 
upgrade links to the most widely-used browsers. If your browser is not listed, go the 
Web site that supports your browser and download the version that uses 128-bit 
encryption. 

Supported Browsers

• Internet Explorer 5.5 or higher

• America Online (provided the AOL build utilizes Internet Explorer 5.5 or 
higher)

• Netscape 6.2 or higher

• Mozilla 1.5 or higher

Supported Operating Systems

• Windows 2000

• Windows NT 4.0

• Windows XP Home Edition or Professional

For additional information about each browser, please refer to the browser’s user 
documentation. 
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Acrobat Reader
Adobe Acrobat Reader 5.0 or above is required if you view reports in PDF (Portable 
Document Format). Download a free copy of Acrobat Reader from www.adobe.com or 
click the Acrobat Reader link on the Run Reports screen.

The Web Browser Integration option in Adobe® Acrobat® allows you to display PDF 
documents either inside or outside the browser window. Because the application’s 
navigational elements are built into the application, PDF reports must be displayed 
outside the browser window in order to maintain the application’s navigation. To 
display PDF reports outside of the browser, disable the integration option in Adobe 
Acrobat. With Web Browser Integration disabled, you still have the option of displaying 
the document immediately on your screen or you can save the file directly to your PC. 

Saving Files to Your Local Directory
When you run a PDF report or convert an online report to PDF, you will be prompted 
with this dialog box. 

From here you have two options:

• Select Open this file from its current location to display the report on your 
screen. The report is automatically opened in Adobe Acrobat Reader, which is 
launched from your PC. You can use the Acrobat menu options to print or save 
the report to your PC. 

• Select Save this file to Disk to save the PDF file to your local directory. Then, you 
can open the PDF file from your PC. 

Disabling Web Browser Integration in Internet Explorer

Note: In Netscape, PDF 
documents are integrated into 
the browser regardless of the 
setting in Acrobat. 

• In Adobe Acrobat Reader version 5.0, go to Edit/Preferences and select 
Options. Under Web Browser Options, clear the check mark in “Display PDF 
in Browser”. Click OK.

• In Adobe Acrobat Reader version 6.0, to Edit/Preferences and select Internet 
in the left pane. Clear the check mark in “Display PDF in Browser”. Click OK.
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Security
The security of your financial data and user information is our top priority. All 
information transmitted between your PC and the application Web server is protected 
by encryption using SSL (Secure Sockets Layer) and 128-bit encryption, the highest level 
of encryption commercially available. That means your information is scrambled before 
it is sent over the Internet, so that third parties cannot read the information.  

Each time you log in, the system checks your browser to ensure that you are using an 
approved browser and the proper encryption level. Any information that you submit to 
us over the Internet is stored and maintained behind multiple firewalls, protecting your 
information from direct access via the Internet.

Sensitive data, such as account numbers and passwords, are masked for added security. 
All but the last four to eight digits of account numbers are masked so that full account 
numbers are never revealed to any application user on the screen or in a report. 

How can I tell if the application is secure? 
When you are logged into the application, you will see a closed padlock at the bottom 
of the browser window. The closed padlock tells you that the contents of the browser 
window and your connection are encrypted. Data that you read or submit online is 
scrambled so that no one can read the information as it travels between the application 
servers and your computer. 
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Cookies
We use “cookies” to remember your language preference for viewing the application. 
The cookie file is created (or updated) when you log in and stores your latest language 
selection. The next time you login, the login screen automatically displays in your 
preferred language. Cookies are created for convenience—your user information or any 
other sensitive data are not written to a cookie file. 

Login
You can log in to the application using your choice of compatible browsers. Your 
program administrator will provide the Internet address for accessing the application as 
well as your initial login information. 

1 Launch your browser.

2 Enter the Internet address in the address line of your browser screen. The Login 
screen displays. 

3 Select the language in which you want to view the application. Wait for the screen 
to refresh. 

4 Enter your User ID and Password. 

5 Click Login. If this is your first time logging in, you will be prompted to change 
your initial password. See "Creating a New Password" for details.
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Creating a New Password
qÜÉ=Ñáêëí=íáãÉ=óçì=äçÖ=áå=óçì=ïáää=ÄÉ=éêçãéíÉÇ=íç=ÅÜ~åÖÉ=óçìê=é~ëëïçêÇ=íç=ëçãÉíÜáåÖ=
íÜ~í=çåäó=óçì=âåçïK=vçìê=ìëÉê=fa=~åÇ=é~ëëïçêÇ=~êÉ=íÜÉ=âÉó=íç=~ÅÅÉëëáåÖ=óçìê=
íê~åë~Åíáçå=áåÑçêã~íáçå=ëÉÅìêÉäó=çåäáåÉI=ëç=óçì=åÉÉÇ=íç=âÉÉé=íÜáë=áåÑçêã~íáçå=ë~ÑÉK=^=
ÖççÇ=é~ëëïçêÇ=ëÜçìäÇ=ÄÉ=É~ëó=Ñçê=óçì=íç=êÉãÉãÄÉê=Äìí=ÇáÑÑáÅìäí=Ñçê=çíÜÉêë=íç=ÖìÉëëK

tÜÉå=óçì=ÅêÉ~íÉ=~=åÉï=é~ëëïçêÇI=óçì=ã~ó=~äëç=ÄÉ=éêçãéíÉÇ=íç=ëìééäó=~ÇÇáíáçå~ä=
êÉèìáêÉÇ=áåÑçêã~íáçåI=ïÜáÅÜ=ïáää=ÄÉ=~ÇÇÉÇ=íç=óçìê=ìëÉê=éêçÑáäÉ=ErëÉê=j~áåíÉå~åÅÉFK

vçìê=Éã~áä=~ÇÇêÉëë=áë=êÉèìáêÉÇ=íç=äçÖ=áåK

Password 
Requirements:
• 8-20 characters; two of 

which must be numeric 
characters.

• Passwords are case 
sensitive.

• Passwords cannot contain 
spaces.

• Old passwords cannot be 
reused.

• The password cannot be 
the same as the user ID.
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Forgot your Password? What to do
tÉ=Å~åÛí=ëÉåÇ=óçì=óçìê=çêáÖáå~ä=é~ëëïçêÇI=Äìí=ïÉ=Å~å=ëÉåÇ=óçì=íÉãéçê~êó=äçÖáå=
áåÑçêã~íáçå=ëç=íÜ~í=óçì=Å~å=äçÖáå=~åÇ=êÉëÉí=óçìê=é~ëëïçêÇK=

få=çêÇÉê=íç=êÉëÉí=óçìê=çïå=é~ëëïçêÇI=óçì=ëÜçìäÇ=Ü~îÉ=~äêÉ~Çó=ëÉí=ìé=óçìê=ëÉÅìêáíó=
èìÉëíáçå=~åÇ=~åëïÉê=áå=óçìê=ìëÉê=éêçÑáäÉK=qÜáë=Éå~ÄäÉë=íÜÉ=ëóëíÉã=íç=îÉêáÑó=íÜ~í=áíÛë=óçì=
êÉèìÉëíáåÖ=ÜÉäé=íç=äçÖáåK=fÑ=óçì=Ü~îÉ=åçí=ëÉí=ìé=~=ëÉÅìêáíó=èìÉëíáçå=~åÇ=~åëïÉêI=Åçåí~Åí=
óçìê=ëìééçêí=íÉ~ã=Ñçê=ÜÉäéK

tÜÉå=óçì=ìëÉ=íÜÉ=Forgot Password=çéíáçåI=óçì=~êÉ=éêçãéíÉÇ=íç=~åëïÉê=óçìê=ëÉÅìêáíó=
èìÉëíáçå=ìëáåÖ=óçìê=ëÉÅìêáíó=~åëïÉêK=fÑ=óçì=~åëïÉê=íÜÉ=èìÉëíáçå=ÅçêêÉÅíäóI=óçì=ïáää=
êÉÅÉáîÉ=~=íÉãéçê~êó=é~ëëïçêÇ=íÜ~í=óçì=Å~å=ìëÉ=íç=äçÖáåK=qÜÉ=äçÖáå=áåÑçêã~íáçå=áë=ëÉåí=
íç=íÜÉ=Éã~áä=ÇÉëáÖå~íÉÇ=áå=óçìê=ìëÉê=éêçÑáäÉK=

To receive a temporary password

1 lå=íÜÉ=içÖáå=é~ÖÉI=ÅäáÅâ=Forgot PasswordK=qÜÉ=m~ëëïçêÇ=oÉëÉí=ëÅêÉÉå=Çáëéä~óëK

2 båíÉê=íÜÉ=(Password Reset) Answer=íÜ~í=óçì=ëÉí=ìé=áå=óçìê=ìëÉê=éêçÑáäÉ=ErëÉê=
j~áåíÉå~åÅÉFK

3 `äáÅâ=Reset PasswordK=vçì=ïáää=êÉÅÉáîÉ=~=íÉãéçê~êó=é~ëëïçêÇ=îá~=Éã~áäK=qÜáë=~=çåÉJ
íáãÉ=é~ëëïçêÇI=ïÜáÅÜ=~ääçïë=óçì=íç=äçÖáå=~åÇ=ÉåíÉê=~=åÉï=é~ëëïçêÇK=
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Home Page
The home page is your starting place once you have successfully logged into the 
application. You can read important news information, link to other resources, or 
download scheduled reports and exports from your Inbox. 

News
Refer to the News section for site updates and messages from the issuer or system 
administrator. 

Inbox
Contains your scheduled reports and export files. See "Inbox" for details.

Links 
Provides access to additional resources, information, and tools enabled by the 
issuer. 
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Inbox 
The Inbox contains processed reports and export files that you scheduled in the 
application. 

IMPORTANT!   The system retains 
Inbox items for 14 days before 
they are automatically deleted.

To download a file

1 Click the report or export you want to view. 

2 In the File Download dialog box, select Open this file from it’s current location. 
Depending on the security options set for your browser, you may not be able to 
open the file directly from the browser. 

3 Click OK. 

Opening XML Files from the Inbox
fÑ=óçì=çéÉå=~å=uji=ÑáäÉ=áå=~=kÉíëÅ~éÉ=ÄêçïëÉêI=íÜÉ=uji=í~Öë=ïáää=ÄÉ=êÉãçîÉÇK=qç=
éêÉëÉêîÉ=íÜÉ=í~ÖëI=Ççïåäç~Ç=íÜÉ=ÑáäÉ=EìåçéÉåÉÇF=íç=óçìê=äçÅ~ä=ÇáêÉÅíçêóK=

1 In the Inbox, right-click on the XML file link.

2 Select Save Link Target As.

3 The system will prompt you to save the file to your PC. 

Inbox Icons

Indicates that the report or export has already been downloaded.

The export file contains previously exported transactions. 

Click the trash can to delete an Inbox item. 
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Navigation

Page Navigation
Navigation tools display on every page to help you navigate through the application. 

A Back - Takes you back to the screen you were on previously.  

B Print - Prints the page you are on currently. 

C Reload - Reloads (refreshes) the page. Note that if you have entered information on 
the page, but have not clicked Apply to save your changes, clicking the reload icon 
will reset the fields.

D Search - Enables you to search by user or company information based on your 
assigned reporting entity. This option is not available to account users. See "Search" 
for details.

E Go to Main Menu (Home) - Returns you to the home page.

F Help - Displays online help. The information in this guide is also covered in the help.

G Logout - Ends your online session.

Saving Data (Apply / Discard)

• Apply - Saves text or settings that you have entered on the screen. The system 
will typically warn you if you navigate away from the current screen without 
first saving your data or selections. 

• Discard - Resets text entries and settings back to the last saved data. Discard 
does not remove any data already saved in the system. 

Text Boxes
Use text boxes to enter codes or additional information. Be sure to click Apply to save 
the information. You can reset text box fields and start again by clicking Discard. 
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Drop-Down Selection Boxes
Use drop-down selection boxes to select from a pre-defined list of values. For example, 
drop-down boxes are used throughout the application to set a date range. 

Radio Buttons
Radio buttons allow you to select from two or more options. For example, when you 
view transactions, you can choose to view by Posting Date or Transaction Date. 

Links
Click on blue, underlined text to link to another screen or task.

Tabs
fåÑçêã~íáçå=~åÇ=éêçÅÉëëÉë=áå=íÜÉ=~ééäáÅ~íáçå=~êÉ=ÖêçìéÉÇ=áåíç=ÑáîÉ=~êÉ~ëW=eáÉê~êÅÜóI=
cáå~åÅá~äI=oÉéçêíëI=`çãé~åóI=~åÇ=rëÉêK=^ë=~=Åçãé~åó=~Çãáåáëíê~íçêI=óçì=Ü~îÉ=~ÅÅÉëë=íç=
~ää=íê~åë~ÅíáçåI=ìëÉêI=ÜáÉê~êÅÜóI=~åÇ=~ÅÅçìåí=Ç~í~=ïáíÜáå=íÜÉ=Åçãé~åóK=

Hierarchy

√ sáÉï=íÜÉ=êÉéçêíáåÖ=ëíêìÅíìêÉ=Ñçê=óçìê=Åçãé~åó=~ë=ïÉää=~ë=~ÅÅÉëë=Åçãé~åóI=
áåíÉêãÉÇá~íÉI=~åÇ=~ÅÅçìåí=ÜáÉê~êÅÜó=êÉÅçêÇëK=

√ ^ééäó=ÇÉÑ~ìäí=~ÅÅçìåí=ÅçÇÉë=~åÇ=ÖÉåÉê~ä=äÉÇÖÉê=EdiF=ÅçÇÉë=íç=Å~êÇÜçäÇÉê=
~ÅÅçìåíëK=

√ pÅÜÉÇìäÉ=`çëí=^ääçÅ~íáçå=mêçÅÉëëáåÖ=íç=êÉéêçÅÉëë=Å~êÇÜçäÇÉê=íê~åë~ÅíáçåëK=

Click the arrow to see the drop-
down values. Highlight the value to 
select it. 

Links to the Account Maintenance screen.

Links to a screen where you can create a 
non-card transaction.
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Financial

√ ^ÅÅÉëë=Å~êÇÜçäÇÉê=íê~åë~Åíáçåë=Ñçê=êÉîáÉï=çê=Åçëí=~ääçÅ~íáçåK=

√ `êÉ~íÉ=~åÇ=ã~áåí~áå=ëìééäáÉê=êÉÅçêÇë=íç=Öêçìé=ëáãáä~ê=ãÉêÅÜ~åíë=ìåÇÉê=çåÉ=
é~êÉåí=êÉÅçêÇK=

√ oÉîáÉï=~åÇ=~ééêçîÉ=Å~êÇÜçäÇÉê=íê~åë~ÅíáçåëK

Reports

√ bñéçêí=íê~åë~Åíáçå=Ç~í~K=

√ `êÉ~íÉ=Åìëíçã=íÉãéä~íÉë=Ñçê=ÉñéçêíáåÖ=íê~åë~Åíáçå=Ç~í~K=

√ `êÉ~íÉ=êÉéçêíëK

√ pÅÜÉÇìäÉ=êÉéçêíë=Ñçê=Å~êÇÜçäÇÉê=ìëÉêëK=

√ pÉåÇ=Éã~áä=ãÉëë~ÖÉë=íç=ìëÉêëK

Company

√ pÉí=Åçãé~åó=éêÉÑÉêÉåÅÉë=íç=í~áäçê=íÜÉ=~ééäáÅ~íáçå=íç=ãÉÉí=íÜÉ=ëéÉÅáÑáÅ=åÉÉÇë=
çÑ=óçìê=Åçãé~åóK=

√ j~é=ãÉêÅÜ~åí=Å~íÉÖçêó=ÅçÇÉë=Ej``ëF=íç=óçìê=ÖÉåÉê~ä=äÉÇÖÉê=ÅçÇÉëK=

√ pÉí=ÖÉåÉê~ä=äÉÇÖÉê=çéíáçåëK=

√ `êÉ~íÉ=Åìëíçã=ÄáääáåÖ=ÅóÅäÉëK=

User

√ `êÉ~íÉ=íÉãéä~íÉë=íç=~ëëáÖå=~ìíÜçêáíáÉë=íç=ìëÉêëK=

√ pÉí=ìé=~ééäáÅ~íáçå=ìëÉêëK=

√ oÉëÉí=ìëÉê=é~ëëïçêÇëI=ìéÇ~íÉ=ìëÉê=áåÑçêã~íáçåI=~åÇ=ëÉí=ÇÉÑ~ìäí=Ç~íÉ=~åÇ=
ÅìêêÉåÅó=Ñçêã~íë=Ñçê=óçìêëÉäÑ=~åÇ=çíÜÉê=ìëÉêë=áå=íÜÉ=Åçãé~åóK=
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Search
rëÉ=ëÉ~êÅÜ=íç=Öç=ÇáêÉÅíäó=íç=íÜÉ=ãçëí=ïáÇÉäóJìëÉÇ=ëÅêÉÉåë=ïáíÜçìí=ÇêáääáåÖ=Ççïå=
íÜêçìÖÜ=íÜÉ=ÜáÉê~êÅÜó=çê=~=äáëí=çÑ=~ÅÅçìåíëK=vçì=Å~å=ëÉ~êÅÜ=çåäó=ïáíÜáå=óçìê=~ëëáÖåÉÇ=
ÜáÉê~êÅÜó=ÉåíáíóK=qÜÉ=ëÉ~êÅÜ=ÅêáíÉêá~=~î~áä~ÄäÉ=íç=óçì=~äëç=ÇÉéÉåÇë=çå=óçìê=ìëÉê=íóéÉ=
~åÇ=óçìê=~ìíÜçêáíóK

vçì=Å~å=ÉåíÉê=ÉáíÜÉê=~å=Éñ~Åí=çê=é~êíá~ä=ëÉ~êÅÜ=ëíêáåÖX=ïáäÇÅ~êÇë=~êÉ=åçí=~ääçïÉÇK=qÜÉ=
ëóëíÉã=ïáää=Çáëéä~ó=~=äáëí=íÜ~í=ã~íÅÜÉë=óçìê=ëÉ~êÅÜ=ÅêáíÉêá~K=cçê=Éñ~ãéäÉI=ÉåíÉêáåÖ=p^k=
ïáää=ëÉ~êÅÜ=Ñçê=~ää=å~ãÉë=íÜ~í=Åçåí~áå=p^kW=p~åÇóI=p~åÇê~I=p~åÇÉêëI=ÉíÅK

TIP: If an account user 
(cardholder) has forgotten his 
or her user ID, you can look it 
up by using the user’s account 
number. In the User Search 
section, enter the account 
number and click GO. You will 
go to the user’s profile (User 
Maintenance). 

Troubleshooting
fÑ=óçì=Çç=åçí=ÖÉí=íÜÉ=ÉñéÉÅíÉÇ=êÉëìäíëI=íêó=íÜÉ=ÑçääçïáåÖW

√ aÉäÉíÉ=~åó=Ää~åâ=ëé~ÅÉë=ÄÉÑçêÉ=çê=~ÑíÉê=íÜÉ=ëíêáåÖK=

√ `ÜÉÅâ=íÜÉ=ëéÉääáåÖ=çê=åìãÉêáÅ=ÉåíêóK=

Access the Search screen from the 
page heading or from a submenu.
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Company Implementation

låÅÉ=óçìê=áëëìÉê=Éåêçääë=óçìê=Åçãé~åó=íç=ìëÉ=íÜÉ=~ééäáÅ~íáçåI=íÜÉ=ÇÉëáÖå~íÉÇ=Åçãé~åó=
~Çãáåáëíê~íçê=í~âÉë=çîÉê=~åÇ=áãéäÉãÉåíë=íÜÉ=~ééäáÅ~íáçå=~í=íÜÉ=Åçãé~åó=äÉîÉäK=^ë=~=
Åçãé~åó=~Çãáåáëíê~íçêI=óçì=ïáää=êÉÅÉáîÉ=~=ìëÉê=faI=é~ëëïçêÇI=~åÇ=äçÖáå=áåëíêìÅíáçåëK

qóéáÅ~ä=êÉëéçåëáÄáäáíáÉë=çÑ=íÜÉ=Åçãé~åó=~Çãáåáëíê~íçê=áåÅäìÇÉ=íÜÉ=ÑçääçïáåÖW

Review Company Preferences
`çãé~åó=mêÉÑÉêÉåÅÉë=Åçåíêçä=ã~åó=çÑ=íÜÉ=éêçÅÉëëÉë=~åÇ=çéíáçåë=íÜ~í=~êÉ=~î~áä~ÄäÉ=íç=
óçìê=Åçãé~åóK=vçìê=áëëìÉê=íóéáÅ~ääó=ëÉíë=íÜÉ=ÇÉÑ~ìäí=éêÉÑÉêÉåÅÉëX=ÜçïÉîÉêI=óçì=Å~å=
ÅÜ~åÖÉ=ëçãÉ=çÑ=íÜÉ=éêÉÑÉêÉåÅÉë=~ë=óçìê=~ìíÜçêáíó=~ääçïëK=pÉÉ=?`çãé~åó=mêÉÑÉêÉåÅÉë?=
Ñçê=ÇÉí~áäëK=

Determine the Company Hierarchy Structure
tçêâ=ïáíÜ=óçìê=áëëìÉê=~Çãáåáëíê~íçê=íç=ÇÉíÉêãáåÉ=íÜÉ=êÉéçêíáåÖ=ëíêìÅíìêÉ=çÑ=óçìê=
Åçãé~åó=EáKÉK=Üçï=Å~êÇÜçäÇÉê=~ÅÅçìåíë=~êÉ=çêÖ~åáòÉÇ=áåíç=êÉéçêíáåÖ=Öêçìéë=çê=
ÇÉé~êíãÉåíëFK=pÉÉ=?eáÉê~êÅÜó?=Ñçê=ÇÉí~áäëK

fÑ=óçìê=áëëìÉê=~Çãáåáëíê~íçê=Ü~ë=ÖáîÉå=óçì=íÜÉ=çéíáçå=çÑ=ìëáåÖ=~=ìëÉê=ÇÉÑáåÉÇ=ÜáÉê~êÅÜóI=
óçì=Å~å=ÅêÉ~íÉI=ìéÇ~íÉI=~åÇ=ÇÉäÉíÉ=áåíÉêãÉÇá~íÉëI=~åÇ=~ëëáÖå=~ÅÅçìåíë=íç=ÜáÉê~êÅÜó=
ÉåíáíáÉëK=pÉÉ=?rëÉê=aÉÑáåÉÇ=eáÉê~êÅÜó?=Ñçê=ÇÉí~áäëK

Create User Templates (optional)
qÜÉ=~ééäáÅ~íáçå=áë=Äìáäí=çå=~=ÑçìåÇ~íáçå=çÑ=~ìíÜçêáíáÉë=EéÉêãáëëáçåëFI=ïÜáÅÜ=~ääçïë=
Åçêéçê~íáçåë=~ë=ïÉää=~ë=Å~êÇ=áëëìÉêë=íç=í~áäçê=íÜÉ=~ééäáÅ~íáçå=íç=ãÉÉí=ëéÉÅáÑáÅ=åÉÉÇëK=vçì=
Å~å=~ÇÇ=~åÇ=êÉãçîÉ=~ìíÜçêáíáÉë=íç=Åçåíêçä=íÜÉ=ÉÇáíáåÖ=~åÇ=Çáëéä~ó=çÑ=ÅÉêí~áå=Ç~í~=~åÇ=
éêçÅÉëëÉëK=pÉÉ=?^ìíÜçêáíáÉë?=Ñçê=ÇÉí~áäëK

Set up Users
aÉíÉêãáåÉ=ïÜç=áå=óçìê=çêÖ~åáò~íáçå=ïáää=ìëÉ=íÜÉ=~ééäáÅ~íáçåK=`~êÇÜçäÇÉêë\=pìéÉêîáëçêë\=
j~å~ÖÉêë\=pÉÉ=?rëÉêë?=Ñçê=ÇÉí~áäëK

Create Customized Fields (optional)
vçì=Å~å=ÅêÉ~íÉ=ìé=íç=RM=ÅìëíçãáòÉÇ=ÑáÉäÇë=íç=~ééäó=~ÅÅçìåí=ÅçÇÉëI=ëìÅÜ=~ë=éêçàÉÅí=
ÅçÇÉë=çê=Åçëí=ÅÉåíÉêëI=íç=Å~êÇÜçäÇÉê=íê~åë~ÅíáçåëK=pÉÉ=?`ìëíçãáòÉÇ=cáÉäÇë?=Ñçê=ÇÉí~áäëK

Assign Default Account Codes (optional)
rëÉ=ÇÉÑ~ìäí=~ÅÅçìåí=ÅçÇÉë=íç=~ééäó=ëí~åÇ~êÇ=Åçëí=~ääçÅ~íáçå=çê=ÖÉåÉê~ä=äÉÇÖÉê=ÅçÇÉë=íç=
Å~êÇÜçäÇÉê=íê~åë~Åíáçåë=~ìíçã~íáÅ~ääóK=pÉÉ=?aÉÑ~ìäí=^ÅÅçìåí=`çÇÉë?=Ñçê=ÇÉí~áäëK

Map GL codes to MCCs (optional)
j~é=óçìê=Åçãé~åóÛë=ÖÉåÉê~ä=äÉÇÖÉê=ÅçÇÉë=íç=ãÉêÅÜ~åí=Å~íÉÖçêó=ÅçÇÉëK=pÉÉ=?dÉåÉê~ä=
iÉÇÖÉê=léíáçåë?=Ñçê=ÇÉí~áäëK
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Define Suppliers (optional)
rëÉ=ëìééäáÉêë=íç=~ëëçÅá~íÉ=ëáãáä~ê=ãÉêÅÜ~åíë=ìåÇÉê=çåÉ=é~êÉåí=êÉÅçêÇK=pÉÉ=?pìééäáÉê?=Ñçê=
ÇÉí~áäëK

Define Custom Billing Cycles (optional)
`êÉ~íÉ=ÄáääáåÖ=ÅóÅäÉë=íÜ~í=êÉÑäÉÅí=íÜÉ=ëéÉÅáÑáÅ=êÉéçêíáåÖ=éÉêáçÇë=çÑ=óçìê=çêÖ~åáò~íáçåK=pÉÉ=
?`ìëíçã=_áääáåÖ=`óÅäÉë?=Ñçê=ÇÉí~áäëK

Set up Exception Reporting (optional)
bñÅÉéíáçå=êÉéçêíáåÖ=~ääçïë=óçì=íç=É~ëáäó=íê~Åâ=~åÇ=~å~äóòÉ=ÉñéÉåÇáíìêÉë=áå=çêÇÉê=íç=
ãçåáíçê=ëéÉåÇáåÖ=íêÉåÇë=çê=ã~å~ÖÉ=éêÉÑÉêêÉÇ=îÉåÇçêëK=pÉÉ=?bñÅÉéíáçå=oÉéçêíáåÖ?=Ñçê=
ÇÉí~áäëK
Copyright 2005 MasterCard International



COMPANY GUIDE 6.3.320
Company Preferences
Company Preferences

tÜÉå=óçìê=Åçãé~åó=áë=ÉåêçääÉÇ=íç=ìëÉ=íÜÉ=~ééäáÅ~íáçåI=óçìê=áëëìÉê=~Çãáåáëíê~íçê=ëÉíë=
éêÉÑÉêÉåÅÉë=~åÇ=ëÉäÉÅíë=êÉéçêíë=íÜ~í=~êÉ=~î~áä~ÄäÉ=íç=óçìê=Åçãé~åóK=aÉéÉåÇáåÖ=çå=óçìê=
~ìíÜçêáíóI=óçì=ã~ó=çê=ã~ó=åçí=ÄÉ=~ÄäÉ=íç=ÅÜ~åÖÉ=íÜÉëÉ=éêÉÑÉêÉåÅÉëK=

To review preferences for your company, click the Company tab, then select Company 
Preferences. 

Company Preferences - Options

Data Retention Period
^=êìååáåÖ=éÉêáçÇ=çÑ=íáãÉ=íÜ~í=ìëÉêë=Å~å=îáÉï=ÜáëíçêáÅ~ä=Ç~í~K

Password Expiration/Duration
Sets the time and duration that user passwords will expire.

Note: New users are required 
to change the password upon 
first login regardless of the 
password expiration setting in 
Company Preferences.

• Active - User passwords will automatically expire after the period of time set 
in Password Duration. A user is denied access to the application until the 
password has been changed successfully.

• Inactive - User passwords will not expire. 

Some preferences are set by 
your issuer and are read-only.
Copyright 2005 MasterCard International



COMPANY GUIDE 6.3.3 21
Company Preferences
Use Supplier?
Enables the company to use supplier records to associate merchants under one parent 
record in order to group transactions. 

• Yes - Enables supplier functionality for the company. 

• No - Disables supplier processing. Users with supplier authorities can still 
view and edit existing supplier data; however, the supplier data will not be 
applied to transactions.

Maximum Number of Transaction Splits
Indicates the maximum number of splits allowed per transaction. Maximum 100 splits.

Allow Splits to Balance to Net Amount?
fåÇáÅ~íÉë=ïÜÉíÜÉê=“péäáí=~åÇ=_~ä~åÅÉ=íç=kÉí=qê~åë~Åíáçå=^ãçìåíÒ=áë=~î~áä~ÄäÉ=~ë=~å=
çéíáçå=çå=íÜÉ=péäáí=qê~åë~Åíáçå=ëÅêÉÉåK=

If a transaction has been split and balanced to the net transaction amount, the 
calculation will be retained even if the Allow Splits to Balance to Net Amount is 
disabled after the transaction has been split.

Use Account Number Masking for Exports?
An issuer-enabled option that specifies whether account numbers associated with the 
company are to be masked when exported. 

Use the Number of Account Digits to Display option to specify the number of digits in 
the account number that will display (unmasked) in the export file. You can choose to 
display the last four to eight digits of the account number.

Number of Account Digits to Display
When Use Account Number Masking for Exports is set to “Yes”, enter the number of 
digits (last 4-8 digits) in the account number that will display (unmasked) in export 
files. 

Use Email Notification?
Allows users to send an email message to managers or supervisors indicating that 
transactions have been validated. When this option is enabled, the Send Email 
Notification button displays on the Transaction Summary screen. A user can click this 
button to open an email form and send a message. The message is sent through the 
application and received through the user’s email system. (e.g. Microsoft Outlook, Lotus 
Notes, etc.)

Users must also have the “Update Financial Transaction” user authority in order to use 
the email notification option. 

Display Expense Description?
Enables users to view the Expense Description field on the financial screens. This 
option does not apply to the Expense Description field on the Split Transaction screen. 
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Expense Description Maximum Length
The maximum number of characters (including spaces) that can entered in the Expense 
Description. 

If you change the Expense Description Maximum Length, it will not affect existing 
descriptions. For example, if you change the maximum length from 30 to 15, any 
existing expense descriptions over 15 characters will be unaffected, unless the user 
changes the description. 

View Cardholder Review Status?
Enables users to view the Cardholder-Reviewed status of transactions.

View Supervisor Review Status?
Enables users to view the Supervisor-Reviewed status of transactions and to access the 
Account Approval Summary screen and Schedule Transaction Approval screen.

Use Custom Billing Cycle?
Enables users in the company to run reports, export data, and view transactions based 
on a pre-defined custom billing cycle. Select the Date Type by which transactions are 
selected for inclusion in the billing cycle. This selection applies to all billing cycles 
created for the company. 

Allow Cost Allocation of Adjustments?
Enables users to apply account codes to adjustments, such as payments. 

• Yes - Allows adjustments to be cost allocated and includes adjustments in the 
Cost Allocation Detail Report and Cost Allocation Summary Report.

• No - Prevents adjustments being cost allocated and excludes adjustments from 
the Cost Allocation Detail Report and Cost Allocation Summary Report.

Allow Purchase Log?
Enables users to maintain a log of purchases, which may be used to track and reconcile 
purchases. 

See "Purchase Log" for details.

Source of Currency for Non-Card Transactions
Sets the posting currency for non-card transactions to the company currency or the 
account currency. This option enables users within a company of multi-currency 
accounts to create non-card transactions in the posting currency of the company or 
account. For most companies, the currency code is the same throughout the company; 
therefore, most companies can use the default setting, which is “Company”. To use the 
currency of the account, select “Account”.

If non-card transactions are configured to use the currency of the account and the 
account record does not define the currency, then the currency of the company will be 
used. If the company currency is not available, then the issuer currency will be used.
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Company Preferences
Tax Preferences
Controls the display and update of the Sales Tax and Alternate Tax fields on the 
financial screens.

General Ledger Options
Indicates which general ledger codes will display on the financial screens. 

Final GL Code Mapping Sequence
Sets the mapping order of the Final GL Code. 

Default Date Settings / Default Currency Settings

Note: These date and currency 
settings do not apply to 
exports. Date and currency 
formats in exported data are 
specified in the export 
template.

Sets the format in which dates and currency are displayed in the application. These 
settings are applied to the user profile when a new user is created. 

Auto User Setup

IMPORTANT!   Users will not be 
processed for the company 
unless both the Default 
Template and Current Default 
Password options are 
populated. 

Enables the company administrator to automatically create account users in a nightly 
batch process.

Report Assignment 
Contains a list of reports that have been made available to the company.  

Custom Flags
User-defined check boxes created to display on the financial screens. 

Custom Fields
User-defined text boxes created to display on the financial screens. 

Cost Allocation Fields
User-defined drop-down fields created to display on the financial screens. 

Account Extended Info Fields
User-defined text box fields created to display on the Account Maintenance screen to 
capture additional information about the account. 

Exception Reporting - All Cardholders
Exception reporting allows company administrators to easily track and analyze 
expenditures in order to monitor spending trends or manage preferred vendors. 
Transactions can be flagged by merchant, MCC, dollar amount, or spending frequency 
and then compiled in one of three exception reports.
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Company Preferences
Lodged Card Settings
Enables company administrators to specify a default lodged card template to be 
assigned when new accounts are added to the application. This option will display if at 
least one lodged card template has been created for the company. 

See the Lodged Card Maintenance - Company Guide Supplement for details.
Copyright 2005 MasterCard International



COMPANY GUIDE 6.3.3 25
Hierarchy
Hierarchy

qÜÉ=ÜáÉê~êÅÜó=áë=íÜÉ=Åçêéçê~íÉ=Å~êÇ=êÉéçêíáåÖ=ëíêìÅíìêÉ=íÜ~í=çêÖ~åáòÉë=~ÅÅçìåíë=áåíç=
êÉéçêíáåÖ=ÖêçìéëK=qÜÉ=ÜáÉê~êÅÜó=~ääçïë=Åçãé~åáÉë=íç=Öêçìé=~ÅÅçìåíë=Äó=ÇÉé~êíãÉåíëI=
çê=Çáîáëáçåë=Ñçê=íÜÉ=éìêéçëÉ=çÑ=êìååáåÖ=êÉéçêíëI=ÉñéçêíáåÖ=íê~åë~Åíáçå=Ç~í~I=~åÇ=
êÉîáÉïáåÖ=íê~åë~ÅíáçåëK=

Structure of the Hierarchy
qÜÉ=ëíêìÅíìêÉ=çÑ=íÜÉ=ÜáÉê~êÅÜó=áë=ëáãáä~ê=íç=íÜÉ=ëíêìÅíìêÉ=çÑ=~=Åçãé~åóÛë=çêÖ~åáò~íáçå~ä=
ÅÜ~êí=áå=íÜ~í=áí=ÇÉéáÅíë=íÜÉ=ÖêçìéáåÖ=çÑ=éÉçéäÉ=~åÇ=êÉëçìêÅÉë=~ë=ÇÉé~êíãÉåíë=çê=
ÇáîáëáçåëK=få=íÜÉ=~ééäáÅ~íáçåI=íÜÉ=Åçãé~åó=ÜáÉê~êÅÜó=ã~ó=äççâ=ëáãáä~ê=íç=~å=
çêÖ~åáò~íáçå~ä=ëíêìÅíìêÉ=çê=äççâ=ÅçãéäÉíÉäó=ÇáÑÑÉêÉåíI=ÇÉéÉåÇáåÖ=çå=Üçï=Å~êÇÜçäÇÉê=
~ÅÅçìåíë=ïáää=ÄÉ=ÖêçìéÉÇ=Ñçê=êÉéçêíáåÖK=

The hierarchy comprises a company, intermediates, and accounts. Each company has a 
unique structure. 

A The company is at the highest level of the hierarchy. 

B Next, there are organizational points, called intermediates, that represent certain 
groups in the company. For example, Finance can be an intermediate and can 
represent the Finance department of the company. You can create up to six 
intermediate levels. 

C Cardholder accounts are assigned to the intermediate entities.

Hierarchy Types
qÜÉêÉ=~êÉ=íïç=íóéÉë=çÑ=ÜáÉê~êÅÜáÉëW=

√ Issuer Hierarchy=J=qÜÉ=áëëìÉê=ÜáÉê~êÅÜó=áë=ëÉí=ìé=~åÇ=ã~áåí~áåÉÇ=Äó=íÜÉ=áëëìÉê=
áå=íÜÉ=áëëìÉêÛë=Å~êÇ=ëóëíÉãK=qÜÉ=áëëìÉê=ëÉíë=ìé=íÜÉ=ÜáÉê~êÅÜó=êÉÅçêÇë=~åÇ=íÜÉå=
íê~åëãáíë=íÜÉëÉI=~äçåÖ=ïáíÜ=~åó=Å~êÇ=íê~åë~ÅíáçåëI=íç=íÜÉ=~ééäáÅ~íáçå=çå=~=Ç~áäó=
Ä~ëáëK=_ÉÅ~ìëÉ=íÜÉ=áëëìÉê=ã~áåí~áåë=íÜáë=íóéÉ=çÑ=ÜáÉê~êÅÜóI=~åó=ÅÜ~åÖÉë=íç=íÜÉ=
ÜáÉê~êÅÜó=ãìëí=ÄÉ=êÉèìÉëíÉÇ=íÜêçìÖÜ=íÜÉ=áëëìÉêK=

√ User Defined Hierarchy=J=qÜÉ=ìëÉê=ÇÉÑáåÉÇ=ÜáÉê~êÅÜó=áë=ÅêÉ~íÉÇ=áå=íÜÉ=
~ééäáÅ~íáçå=Äó=íÜÉ=Åçãé~åó=~Çãáåáëíê~íçêK=fåíÉêãÉÇá~íÉë=~êÉ=ÅêÉ~íÉÇ=~åÇ=íÜÉå=
~ÅÅçìåíë=~êÉ=~ëëáÖåÉÇ=íç=íÜÉ=áåíÉêãÉÇá~íÉëK=^ÅÅçìåí=êÉÅçêÇë=~êÉ=ëÉí=ìé=~í=íÜÉ=
áëëìÉêÛë=éêçÅÉëëçê=~åÇ=Å~ååçí=ÄÉ=ÅêÉ~íÉÇ=áå=íÜÉ=ìëÉê=ÇÉÑáåÉÇ=ÜáÉê~êÅÜóX=
ÜçïÉîÉêI=~ÅÅçìåíë=Å~å=ÄÉ=~ëëáÖåÉÇ=íç=áåíÉêãÉÇá~íÉë=ïáíÜáå=íÜÉ=~ééäáÅ~íáçåK
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Hierarchy
Hierarchy Records
eáÉê~êÅÜó=êÉÅçêÇë=Åçåí~áå=íÜÉ=áåÑçêã~íáçå=Ñêçã=íÜÉ=áëëìÉêLéêçÅÉëëçê=Å~êÇ=ëóëíÉãK=cêçã=
íÜÉ=Hierarchy=í~ÄI=ëÉäÉÅí=Hierarchy TreeK=`äáÅâ=~å=Éåíáíó=íç=îáÉï=íÜÉ=ÇÉí~áäëK=

Company Maintenance
qÜÉ=`çãé~åó=j~áåíÉå~åÅÉ=ëÅêÉÉå=éêçîáÇÉë=íÜÉ=å~ãÉI=~ÇÇêÉëëI=~åÇ=Åçåí~Åí=áåÑçêã~íáçå=
çÑ=íÜÉ=Åçãé~åó=ÜáÉê~êÅÜó=ÉåíáíóK=

Intermediate Details
qÜÉ=fåíÉêãÉÇá~íÉ=aÉí~áäë=ëÅêÉÉå=éêçîáÇÉë=íÜÉ=å~ãÉI=~ÇÇêÉëëI=~åÇ=Åçåí~Åí=áåÑçêã~íáçå=çÑ=
íÜÉ=áåíÉêãÉÇá~íÉ=ÜáÉê~êÅÜó=ÉåíáíóK=fÑ=íÜÉ=Åçãé~åó=áë=ìëáåÖ=~=ìëÉê=ÇÉÑáåÉÇ=ÜáÉê~êÅÜóI=íÜÉ=
áåíÉêãÉÇá~íÉ=áåÑçêã~íáçå=Å~å=ÄÉ=ìéÇ~íÉÇ=ÇáêÉÅíäó=áå=íÜÉ=~ééäáÅ~íáçåK=

Account Maintenance
qÜÉ=^ÅÅçìåí=j~áåíÉå~åÅÉ=ëÅêÉÉå=éêçîáÇÉë=íÜÉ=ÇÉí~áäë=çÑ=~=Å~êÇÜçäÇÉêÛë=~ÅÅçìåíK=qÜÉ=
Å~êÇ=áëëìÉê=ã~áåí~áåë=~ÅÅçìåí=áåÑçêã~íáçåX=íÜÉêÉÑçêÉI=~åó=êÉèìáêÉÇ=ÅÜ~åÖÉë=ãìëí=ÄÉ=
ÅççêÇáå~íÉÇ=íÜêçìÖÜ=íÜÉ=áëëìÉêK=qÜÉ=çåäáåÉ=ëí~íìë=çÑ=íÜÉ=~ÅÅçìåí=Å~å=ÄÉ=ÅÜ~åÖÉÇ=áå=íÜÉ=
~ééäáÅ~íáçåK=pÉÉ=?^ÅÅçìåí=pí~íìë?=Ñçê=ÇÉí~áäëK
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Hierarchy
Supervisor List
The Supervisor List screen provides a complete listing of all supervisor users in the 
company as well as links to a supervisor’s account list and links to each supervisor’s 
user profile. 

Note: The Supervisor List is 
available only to company 
administrators and higher-level 
users. You must have the “View 
Supervisor” authority in order 
to view the list. 

To access the supervisor list
From the Hierarchy tab, select Supervisor List. The Supervisor List screen displays. 

A Click the underlined columns to sort the list of supervisors by name or user ID.

B Click the supervisor name to view the supervisor user’s profile (User Maintenance).

C Click the Account List icon ( ) to access the Account List screen, where you can 
see a list of accounts that have been assigned to the supervisor. 

Supervisor Assignments
The Supervisor Assignment section of the Account Maintenance screen displays the 
supervisors to which the account is assigned. This section displays to all users except 
account users. 
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Account Status
qÜÉ=Status Code=çå=íÜÉ=^ÅÅçìåí=j~áåíÉå~åÅÉ=ëÅêÉÉå=áåÇáÅ~íÉë=íÜÉ=ëí~íìë=çÑ=íÜÉ=
Å~êÇÜçäÇÉê=~ÅÅçìåíK=^=ã~å~ÖÉê=çê=~Çãáåáëíê~íçê=ãáÖÜí=ìëÉ=íÜáë=ÅçÇÉ=íç=Ñä~Ö=~ÅÅçìåíë=Ñçê=
êÉéçêíáåÖ=éìêéçëÉëK=cçê=Éñ~ãéäÉI=áÑ=~å=ÉãéäçóÉÉ=äÉ~îÉë=íÜÉ=çêÖ~åáò~íáçåI=ìëÉ=íÜÉ=pí~íìë=
`çÇÉ=íç=ã~êâ=íÜÉ=~ÅÅçìåí=“få~ÅíáîÉÒ=çê=“^ÅÅçìåí=`äçëÉÇÒ=ïáíÜçìí=~ÑÑÉÅíáåÖ=íÜÉ=
íê~åë~Åíáçå=äç~Ç=éêçÅÉëë=Ñçê=íÜÉ=~ÅÅçìåíK=^åó=~ÅÅçìåí=ëí~íìë=çíÜÉê=íÜ~å=“^ÅíáîÉÒ=ïáää=
éêÉîÉåí=íÜÉ=~ÅÅçìåí=Ñêçã=ÄÉáåÖ=~ëëáÖåÉÇ=íç=~=ìëÉêK=

√ qÜÉ=pí~íìë=`çÇÉ=áë=êÉÑÉêÉåÅÉÇ=áå=íÜÉ=`~êÇ=mêçÖê~ã=^å~äóëáë=oÉéçêí=~åÇ=íÜÉ=
^ÅÅçìåí=pí~íìë=oÉéçêíK

√ fÑ=óçì=~êÉ=ìëáåÖ=^ìíç=rëÉê=pÉíìéI=~åó=~ÅÅçìåíë=íÜ~í=Ü~îÉ=~å=“^ÅíáîÉÒ=ëí~íìë=
ïáää=ÄÉ=áåÅäìÇÉÇ=áå=íÜÉ=Ä~íÅÜ=éêçÅÉëëK=pÉÉ=?^ìíç=rëÉê=pÉíìé?=Ñçê=ÇÉí~áäëK

√ jçÇáÑóáåÖ=íÜÉ=pí~íìë=`çÇÉ=áå=íÜÉ=~ééäáÅ~íáçå=ÇçÉë=åçí=ÅÜ~åÖÉ=íÜÉ=Å~êÇ=ëí~íìë=
áå=íÜÉ=áëëìÉêÛë=Å~êÇ=ëóëíÉãK

IMPORTANT!   Setting the Status 
Code to “Inactive” does not 
prevent a user from logging 
into the application. If a user 
leaves your organization, you 
can prevent that individual 
from logging in by setting the 
Status Code on the User 
Maintenance screen to 
“Inactive”. See "Changing a 
User’s Status" for details.

To change the status code of an account

1 cêçã=íÜÉ=Hierarchy=í~ÄI=ëÉäÉÅí=Hierarchy TreeK=

2 få=íÜÉ=ÜáÉê~êÅÜó=íêÉÉI=ÅäáÅâ=íÜÉ=~ÅÅçìåí=íÜ~í=óçì=ï~åí=íç=ÉÇáíK=qÜÉ=^ÅÅçìåí=
j~áåíÉå~åÅÉ=ëÅêÉÉå=Çáëéä~óëK=

3 få=Status CodeI=ëÉäÉÅí=~=åÉï=ëí~íìëK=

4 `äáÅâ=Apply=íç=ë~îÉ=íÜÉ=ÅÜ~åÖÉK=

Account Status Codes

Status Description

Account Closed The cardholder account is closed. 

Active The cardholder account is open.

Inactive The cardholder account is open, but not in use.

Issuer Initiated The cardholder account has been closed by the issuer where a 
specific reason was not provided (for example, suspected fraud).

Lost/Stolen The card number has been lost or stolen.

Retired/Deceased The cardholder is retired or deceased.
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vçìê=áëëìÉê=ã~ó=ÖáîÉ=óçì=íÜÉ=çéíáçå=çÑ=ÅêÉ~íáåÖ=~åÇ=ã~áåí~áåáåÖ=óçìê=çïå=ÜáÉê~êÅÜó=
áåëíÉ~Ç=çÑ=ìëáåÖ=íÜÉ=áëëìÉê=ÜáÉê~êÅÜóK=iáâÉ=íÜÉ=áëëìÉê=ÜáÉê~êÅÜóI=íÜÉ=ìëÉê=ÇÉÑáåÉÇ=
ÜáÉê~êÅÜó=Éëí~ÄäáëÜÉë=íÜÉ=êÉéçêíáåÖ=ëíêìÅíìêÉ=áå=íÜÉ=Åçãé~åóK=qÜÉ=ÇáÑÑÉêÉåÅÉ=áë=íÜ~í=íÜÉ=
Åçãé~åó=~Çãáåáëíê~íçê=ÅêÉ~íÉë=~åÇ=ìéÇ~íÉë=íÜÉ=ÜáÉê~êÅÜó=áåíÉêãÉÇá~íÉë=ïáíÜáå=íÜÉ=
~ééäáÅ~íáçåÔïáíÜçìí=êÉèìÉëíáåÖ=ÅÜ~åÖÉë=Ñêçã=íÜÉ=áëëìÉêK=vçì=Å~å=~ÇÇ=çê=ÇÉäÉíÉ=
áåíÉêãÉÇá~íÉëI=~ëëáÖå=~ÅÅçìåíëI=çê=ãçîÉ=~ÅÅçìåíë=ÄÉíïÉÉå=áåíÉêãÉÇá~íÉëK=

qÜÉ=ÜáÉê~êÅÜó=áë=ÇÉíÉêãáåÉÇ=Äó=ëÉííáåÖ=~å=çéíáçå=áå=`çãé~åó=mêÉÑÉêÉåÅÉëK=låÅÉ=ëÉíI=
íÜÉ=ëÉäÉÅíÉÇ=ÜáÉê~êÅÜó=Çáëéä~óë=~åóíáãÉ=~=ÜáÉê~êÅÜó=Éåíáíó=ãìëí=ÄÉ=áÇÉåíáÑáÉÇI=ëìÅÜ=~ë=Ñçê=
êìååáåÖ=êÉéçêíë=çê=~ÅÅÉëëáåÖ=íê~åë~Åíáçå=áåÑçêã~íáçåK=

√ qÜÉ=Åçãé~åó=~Çãáåáëíê~íçê=ãìëí=Ü~îÉ=íÜÉ=éêçéÉê=ìëÉê=~ìíÜçêáíáÉë=íç=ÅêÉ~íÉ=
~åÇ=ãçÇáÑó=íÜÉ=ìëÉê=ÇÉÑáåÉÇ=ÜáÉê~êÅÜóK

√ qÜÉ=äç~ÇáåÖ=çÑ=íê~åë~Åíáçå=Ç~í~=áë=åçí=~ÑÑÉÅíÉÇ=Äó=ìëáåÖ=ÉáíÜÉê=ÜáÉê~êÅÜóK

√ qÜÉ=ë~ãÉ=ìëÉê=~ìíÜçêáíó=êÉëíêáÅíáçåë=~ééäó=íç=ÄçíÜ=íóéÉë=çÑ=ÜáÉê~êÅÜáÉëK

You cannot create new account records. ^ÅÅçìåí=êÉÅçêÇë=~êÉ=ÅêÉ~íÉÇ=Äó=óçìê=áëëìÉêI=
êÉÖ~êÇäÉëë=çÑ=ïÜÉíÜÉê=óçì=~êÉ=ìëáåÖ=íÜÉ=ìëÉê=ÇÉÑáåÉÇ=çê=áëëìÉê=ÜáÉê~êÅÜóK=

User Defined Hierarchy Implementation

Company Preferences
pÉí=Use User Defined Hierarchy=íç=vÉëK=qÜáë=éêÉÑÉêÉåÅÉ=áë=ëÉí=Äó=íÜÉ=áëëìÉêK

Authorities

User Authorities for User Defined Hierarchy

Authority
Company 

Administrator Description

Modify User Defined Intermediates Enables the user to:

• Move accounts from one hierarchy entity to 
another.

• Modify the Reports to field on the Account 
Maintenance screen.

• Edit the Intermediate Details screen.

Create User Defined Intermediates Enables the user to create a user defined 
intermediate. 

Delete User Defined Intermediates Enables the user to delete a user defined 
intermediate. 
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User Defined Hierarchy
Adding Intermediates to the Hierarchy
tÜÉå=íÜÉ=ìëÉê=ÇÉÑáåÉÇ=ÜáÉê~êÅÜó=áë=Ñáêëí=Éå~ÄäÉÇI=íÜÉ=ÜáÉê~êÅÜó=íêÉÉ=ïáää=Åçåí~áå=àìëí=~=
äáëí=çÑ=~ÅÅçìåíëK=cáêëíI=óçì=ïáää=ÅêÉ~íÉ=áåíÉêãÉÇá~íÉ=ÉåíáíáÉë=íÜ~í=óçì=ï~åí=íç=ìëÉK=qÜÉåI=
óçì=ïáää=~ëëáÖå=íÜÉ=~ÅÅçìåíë=íç=íÜÉ=áåíÉêãÉÇá~íÉ=ÉåíáíáÉëK=

vçì=ïáää=~ÇÇ=íÜÉ=Ñáêëí=áåíÉêãÉÇá~íÉ=Éåíáíó=Ñêçã=íÜÉ=`çãé~åó=j~áåíÉå~åÅÉ=ëÅêÉÉåK=låÅÉ=
íÜÉ=Ñáêëí=áåíÉêãÉÇá~íÉ=áë=~ÇÇÉÇI=íÜÉ=Åçãé~åó=Éåíáíó=ïáää=Çáëéä~ó=áå=íÜÉ=ÜáÉê~êÅÜó=íêÉÉK=

The initial hierarchy contains 
only a list of accounts. 
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User Defined Hierarchy
To add the first intermediate

1 cêçã=íÜÉ=Company=í~ÄI=ëÉäÉÅí=Company MaintenanceK

2 `äáÅâ=íÜÉ=Add Hierarchy Intermediate=ÄìííçåK=qÜÉ=fåíÉêãÉÇá~íÉ=pÉíìé=ëÅêÉÉå=
Çáëéä~óëK=

3 båíÉê=íÜÉ=êÉèìáêÉÇ=ÑáÉäÇëK=

4 `äáÅâ=Apply=íç=ë~îÉK=t~áí=Ñçê=íÜÉ=ëÅêÉÉå=íç=êÉÑêÉëÜK

Intermediate Setup Fields

Field Definition

Org Point A user-defined number that the system uses to identify the 
intermediate in the user defined hierarchy. Maximum 19 
characters. 

Name/Name 2 The name of the intermediate. This information will display in the 
hierarchy tree as “Name - Name 2”. (For example, Sales Division - 
Midwest) 

Address Information (Address, 
Address 2, State/Province, Postal 
Code, Country Code)

The address information from the Company Maintenance screen is 
automatically populated in the intermediate record. You can 
change the information as required. The intermediate name and 
address information will display in reports that are run at the 
intermediate level. 

Currency Code The posting currency of the intermediate. 

Contact Name Optional contact information for this intermediate entity. This 
information does not display anywhere else in the application. 

Budgetary Limit Optional budget information associated with the intermediate. 
This information does not display anywhere else in the application. 

Status Code The status is only for information. 

Additional Information Additional notes regarding the intermediate. This information does 
not display anywhere else in the application. 
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User Defined Hierarchy
5 `äáÅâ=íÜÉ=Back to Hierarchy=äáåâ=íç=êÉíìêå=íç=íÜÉ=ÜáÉê~êÅÜó=íêÉÉK=vçì=ïáää=ëÉÉ=íÜ~í=íÜÉ=
Åçãé~åó=Éåíáíó=~åÇ=íÜÉ=áåíÉêãÉÇá~íÉ=Éåíáíó=Ü~îÉ=ÄÉÉå=~ÇÇÉÇ=íç=íÜÉ=ÜáÉê~êÅÜó=íêÉÉK=
^ää=çÑ=íÜÉ=~ÅÅçìåíë=~êÉ=~ëëáÖåÉÇ=íç=íÜÉ=Åçãé~åóK=

To add additional intermediates

1 cêçã=íÜÉ=ÜáÉê~êÅÜó=íêÉÉI=ÅäáÅâ=íÜÉ=Éåíáíó=íÜ~í=óçì=ï~åí=íÜÉ=åÉï=áåíÉêãÉÇá~íÉ=íç=
êÉéçêí=íçK=cçê=Éñ~ãéäÉI=áÑ=óçì=ï~åí=íç=~ÇÇ=~å=áåíÉêãÉÇá~íÉ=íÜ~í=êÉéçêíë=íç=íÜÉ=
Åçãé~åóI=ÅäáÅâ=íÜÉ=Åçãé~åó=äáåâK=qÜÉ=fåíÉêãÉÇá~íÉ=pÉíìé=ëÅêÉÉå=Çáëéä~óëK=

2 båíÉê=íÜÉ=êÉèìáêÉÇ=ÑáÉäÇëK=pÉÉ=?fåíÉêãÉÇá~íÉ=pÉíìé=cáÉäÇë?=Ñçê=ÇÉí~áäëK=

3 `äáÅâ=Apply=íç=ë~îÉK=

4 `äáÅâ=íÜÉ=Back to Hierarchy=äáåâ=íç=êÉíìêå=íç=íÜÉ=ÜáÉê~êÅÜó=íêÉÉK=

5 låÅÉ=óçì=Ü~îÉ=~ÇÇÉÇ=~ää=çÑ=íÜÉ=áåíÉêãÉÇá~íÉëI=~ëëáÖå=íÜÉ=~ÅÅçìåíë=íç=íÜÉ=ÜáÉê~êÅÜó=
ÉåíáíáÉëK=

vçì=Å~å=~ëëáÖå=~ÅÅçìåíë=áå=íïç=ï~óëW

√ jçîÉ=~ÅÅçìåíë=Ñêçã=~å=ÉñáëíáåÖ=ÜáÉê~êÅÜó=Éåíáíó=íç=~=åÉï=ÉåíáíóK=pÉÉ=?jçîáåÖ=
^ÅÅçìåíë=áå=íÜÉ=eáÉê~êÅÜó?=Ñçê=ÇÉí~áäëK=

√ ^ëëáÖå=~å=~ÅÅçìåí=íç=~=ÜáÉê~êÅÜó=ÉåíáíóK=pÉÉ=?^ëëáÖåáåÖ=~å=^ÅÅçìåí=íç=~=
eáÉê~êÅÜó=båíáíó?=Ñçê=ÇÉí~áäëK
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User Defined Hierarchy
Moving Accounts in the Hierarchy
vçì=Å~å=ãçîÉ=~ÅÅçìåíë=íÜ~í=~êÉ=ÅìêêÉåíäó=~ëëáÖåÉÇ=íç=~å=áåíÉêãÉÇá~íÉ=çê=íÜÉ=Åçãé~åó=
íç=~åçíÜÉê=ÜáÉê~êÅÜó=ÉåíáíóK=vçì=ãáÖÜí=ìëÉ=íÜáë=ÑìåÅíáçå=íç=ãçîÉ=~ÅÅçìåíë=Ñêçã=~å=
áåíÉêãÉÇá~íÉ=íÜ~í=óçì=ï~åí=íç=ÇÉäÉíÉI=çê=áÑ=óçì=ï~åí=íç=ÇáîáÇÉ=~ÅÅçìåíë=íÜ~í=êÉéçêí=íç=
çåÉ=áåíÉêãÉÇá~íÉ=ÄÉíïÉÉå=çíÜÉê=áåíÉêãÉÇá~íÉëK

fÑ=óçì=Ü~îÉ=àìëí=ëí~êíÉÇ=çêÖ~åáòáåÖ=íÜÉ=ìëÉê=ÇÉÑáåÉÇ=ÜáÉê~êÅÜóI=~ää=çÑ=íÜÉ=~ÅÅçìåíë=~êÉ=
áåáíá~ääó=~ëëáÖåÉÇ=íç=íÜÉ=Åçãé~åóK=

To move accounts

1 ^ÅÅÉëë=íÜÉ=ÜáÉê~êÅÜó=íêÉÉK=

2 `äáÅâ=íÜÉ=áåíÉêãÉÇá~íÉ=çê=Åçãé~åó=íÜ~í=Åçåí~áåë=íÜÉ=~ÅÅçìåíë=óçì=ï~åí=íç=ãçîÉK=
qÜÉ=fåíÉêãÉÇá~íÉ=aÉí~áäë=çê=`çãé~åó=j~áåíÉå~åÅÉ=ëÅêÉÉå=Çáëéä~óëK=
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User Defined Hierarchy
3 `äáÅâ=íÜÉ=Move Accounts=ÄìííçåK=qÜÉ=jçîÉ=^ÅÅçìåíë=ëÅêÉÉå=Çáëéä~óëK

4 pÉäÉÅí=íÜÉ=~ÅÅçìåíë=óçì=ï~åí=íç=ãçîÉ=~åÇ=íÜÉ=ÜáÉê~êÅÜó=äÉîÉä=íç=ïÜáÅÜ=íÜÉ=
~ÅÅçìåíë=ïáää=ÄÉ=ãçîÉÇK=vçì=ëÜçìäÇ=Ü~îÉ=çåÉ=çê=ãçêÉ=~ÅÅçìåíë=ÜáÖÜäáÖÜíÉÇ=áå=íÜÉ=
íçé=Äçñ=~åÇ=çåÉ=ÜáÉê~êÅÜó=äÉîÉä=ÜáÖÜäáÖÜíÉÇ=áå=íÜÉ=Äçííçã=ÄçñK=

5 `äáÅâ=Apply=íç=ë~îÉK=

In this example, three accounts 
will be assigned to the selected 
hierarchy level. 
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User Defined Hierarchy
Assigning an Account to a Hierarchy Entity 
rëÉ=íÜáë=éêçÅÉÇìêÉ=íç=~ëëáÖå=~å=~ÅÅçìåí=íç=~=Åçãé~åó=çê=áåíÉêãÉÇá~íÉ=ÜáÉê~êÅÜó=ÉåíáíóK=

To assign an account

1 ^ÅÅÉëë=íÜÉ=ÜáÉê~êÅÜó=íêÉÉK

2 `äáÅâ=íÜÉ=~ÅÅçìåí=óçì=ï~åí=íç=êÉ~ëëáÖåK=qÜÉ=^ÅÅçìåí=j~áåíÉå~åÅÉ=ëÅêÉÉå=Çáëéä~óëK

3 få=Reports toI=ëÉäÉÅí=íÜÉ=ÜáÉê~êÅÜó=Éåíáíó=íç=ïÜáÅÜ=íÜÉ=~ÅÅçìåí=ïáää=êÉéçêíK

4 `äáÅâ=Apply=íç=ë~îÉK=

Assigning an Intermediate to another Entity
rëÉ=íÜáë=éêçÅÉÇìêÉ=íç=ÅÜ~åÖÉ=íÜÉ=êÉéçêíáåÖ=ëíêìÅíìêÉ=çÑ=íÜÉ=ÜáÉê~êÅÜó=áåíÉêãÉÇá~íÉ=
ÉåíáíáÉëK=cçê=Éñ~ãéäÉI=óçì=Å~å=~ëëáÖå=~å=áåíÉêãÉÇá~íÉ=íÜ~í=ÅìêêÉåíäó=êÉéçêíë=íç=íÜÉ=
Åçãé~åó=Éåíáíó=íç=~åçíÜÉê=áåíÉêãÉÇá~íÉ=ÉåíáíóK=^ää=çÑ=íÜÉ=~ÅÅçìåíë=íÜ~í=ÄÉäçåÖ=íç=íÜÉ=
áåíÉêãÉÇá~íÉ=íÜ~í=óçì=~êÉ=êÉ~ëëáÖåáåÖ=ïáää=~äëç=ãçîÉ=ïáíÜ=íÜ~í=áåíÉêãÉÇá~íÉK=

To assign an intermediate to another entity

1 ^ÅÅÉëë=íÜÉ=ÜáÉê~êÅÜó=íêÉÉK

2 `äáÅâ=íÜÉ=áåíÉêãÉÇá~íÉ=íÜ~í=óçì=ï~åí=íç=êÉ~ëëáÖåK=qÜÉ=fåíÉêãÉÇá~íÉ=aÉí~áäë=ëÅêÉÉå=
Çáëéä~óëK=

3 få=Reports toI=ëÉäÉÅí=~=ÜáÉê~êÅÜó=ÉåíáíóK=

4 `äáÅâ=Apply=íç=ë~îÉK=
Copyright 2005 MasterCard International



COMPANY GUIDE 6.3.336
User Defined Hierarchy
Deleting an Intermediate
vçì=Å~å=ÇÉäÉíÉ=~åó=áåíÉêãÉÇá~íÉë=íÜ~í=óçì=åç=äçåÖÉê=êÉèìáêÉ=áå=íÜÉ=ìëÉê=ÇÉÑáåÉÇ=
ÜáÉê~êÅÜóK=cáêëíI=ãçîÉ=~åó=~ÅÅçìåíë=ÅìêêÉåíäó=~ëëáÖåÉÇ=íç=íÜÉ=áåíÉêãÉÇá~íÉ=íç=~åçíÜÉê=
áåíÉêãÉÇá~íÉ=çê=íç=íÜÉ=Åçãé~åóK=låÅÉ=íÜÉêÉ=~êÉ=åç=~ÅÅçìåíë=~ëëáÖåÉÇ=íç=íÜÉ=
áåíÉêãÉÇá~íÉI=óçì=Å~å=ÇÉäÉíÉ=áíK=

To delete an intermediate entity

1 ^ÅÅÉëë=íÜÉ=ÜáÉê~êÅÜó=íêÉÉK=

2 `äáÅâ=íÜÉ=áåíÉêãÉÇá~íÉ=íÜ~í=óçì=ï~åí=íç=ÇÉäÉíÉK=qÜÉ=fåíÉêãÉÇá~íÉ=aÉí~áäë=ëÅêÉÉå=
Çáëéä~óëK=

3 `äáÅâ=íÜÉ=Hierarchy Delete=ÄìííçåK=^=Çá~äçÖ=Äçñ=Çáëéä~óë=íç=ÅçåÑáêã=íÜ~í=óçì=ï~åí=íç=
ÇÉäÉíÉ=íÜÉ=ÉåíáíóK=

4 `äáÅâ=OK=íç=ÇÉäÉíÉK=
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Authorities
Authorities

a~í~=~åÇ=éêçÅÉëëÉë=áå=íÜÉ=~ééäáÅ~íáçå=~êÉ=~ìíÜçêáíóJÄ~ëÉÇI=ïÜáÅÜ=~ääçïë=óçì=íç=í~áäçê=
íÜÉ=~ééäáÅ~íáçå=íç=óçìê=çêÖ~åáò~íáçåÛë=åÉÉÇëK=qÜÉ=~ìíÜçêáíáÉë=óçì=~ëëáÖå=íç=óçìê=ìëÉêë=
ÇÉéÉåÇ=çå=íÜÉ=êçäÉ=óçì=ï~åí=íÜÉã=íç=Ü~îÉ=áå=íÜÉ=~ééäáÅ~íáçåK=vçì=ãáÖÜí=Ü~îÉ=~=
ëáíì~íáçå=ïÜÉêÉ=óçì=ï~åí=~=ìëÉê=íç=ÄÉ=~ÄäÉ=íç=îáÉï=Äìí=åçí=ÉÇáí=íê~åë~Åíáçå=áåÑçêã~íáçåK=
vçì=Å~å=Çç=íÜáë=ïáíÜ=~ìíÜçêáíáÉëK=

Types of Templates
rëÉê=~ìíÜçêáíáÉë=~êÉ=ëíçêÉÇ=áå=~=íÉãéä~íÉI=ïÜáÅÜ=ÇÉÑáåÉë=íÜÉ=ìëÉêÛë=~ÅÅÉëë=íç=íÜÉ=
áåÑçêã~íáçå=áå=íÜÉ=~ééäáÅ~íáçåK=táíÜ=íÉãéä~íÉëI=óçì=Å~å=ÅìëíçãáòÉ=íÜÉ=ìëÉê=ÉñéÉêáÉåÅÉ=
Ä~ëÉÇ=çå=éêçÖê~ã=íóéÉI=~Çãáåáëíê~íáîÉ=í~ëâëI=ìëÉê=äÉîÉäI=çê=~åó=ÅçãÄáå~íáçå=óçì=
ÅÜççëÉK=

qÜÉêÉ=~êÉ=íïç=íóéÉë=çÑ=íÉãéä~íÉëW

√ System Default Templates=J=póëíÉã=ÇÉÑ~ìäí=íÉãéä~íÉë=Åçåí~áå=íÜÉ=ëí~åÇ~êÇ=ëÉí=
çÑ=~ìíÜçêáíáÉë=~î~áä~ÄäÉ=íç=É~ÅÜ=ìëÉê=íóéÉK=qÜÉ=ëóëíÉã=íÉãéä~íÉë=Åçåí~áå=
Epvpqbj=abc^riqF=áå=íÜÉ=íÉãéä~íÉ=å~ãÉK=qÜÉëÉ=íÉãéä~íÉë=Å~ååçí=ÄÉ=
ãçÇáÑáÉÇK=

√ Custom Templates J=tÜÉå=ëóëíÉã=íÉãéä~íÉë=~êÉ=åçí=~ééêçéêá~íÉI=óçì=Å~å=
ÅêÉ~íÉ=Åìëíçã=íÉãéä~íÉë=íÜ~í=êÉÑäÉÅí=óçìê=ëéÉÅáÑáÅ=êÉèìáêÉãÉåíëK=vçì=Å~å=
ÅêÉ~íÉ=çåÉ=íÉãéä~íÉ=~åÇ=~ëëáÖå=áí=íç=ãìäíáéäÉ=ìëÉêëK=lêI=óçì=Å~å=ÅêÉ~íÉ=ëÉîÉê~ä=
íÉãéä~íÉë=íÜ~í=Ü~îÉ=î~êáçìë=äÉîÉäë=çÑ=~ìíÜçêáíóK

Managing Custom Templates
√ rëÉê=~ìíÜçêáíáÉë=~êÉ=Å~íÉÖçêáòÉÇ=Äó=ìëÉê=íóéÉK=tÜÉå=óçì=ÅêÉ~íÉ=~=íÉãéä~íÉI=áí=

~ééäáÉë=íç=çåäó=çåÉ=íóéÉ=çÑ=ìëÉêI=ÉåëìêáåÖ=íÜ~í=óçì=ïçåÛí=ÖáîÉ=áå~ééêçéêá~íÉ=
~ìíÜçêáíáÉë=íç=~=ìëÉêK=

√ vçì=Å~å=ãçÇáÑó=çåäó=íÜçëÉ=íÉãéä~íÉë=íÜ~í=Ü~îÉ=ÄÉÉå=ÅêÉ~íÉÇ=Äó=óçì=çê=Äó=~=
ìëÉê=~í=~=äÉîÉä=ÄÉäçï=óçìK=cçê=Éñ~ãéäÉI=áÑ=óçì=~êÉ=~=Åçãé~åó=~Çãáåáëíê~íçêI=
óçì=Å~ååçí=ÉÇáí=~=íÉãéä~íÉ=ÅêÉ~íÉÇ=Äó=óçìê=áëëìÉêK

√ vçì=Å~å=~ëëáÖå=çåäó=íÜÉ=~ìíÜçêáíáÉë=íç=ïÜáÅÜ=óçì=Ü~îÉ=~ÅÅÉëëK=cçê=Éñ~ãéäÉI=áÑ=
óçì=Çç=åçí=Ü~îÉ=~ÅÅÉëë=íç=íÜÉ=“sáÉï=cáå~åÅá~ä=qê~åë~ÅíáçåÒ=~ìíÜçêáíóI=íÜÉå=
óçì=Å~ååçí=Éå~ÄäÉ=áí=áå=~åçíÜÉê=ìëÉêÛë=íÉãéä~íÉK=

√ vçì=Å~ååçí=ÇÉäÉíÉ=~=íÉãéä~íÉ=íÜ~í=áë=ÅìêêÉåíäó=~ëëáÖåÉÇ=íç=çåÉ=çê=ãçêÉ=ìëÉêëK=
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Template Setup
fÑ=íÜÉ=ëóëíÉã=ÇÉÑ~ìäí=íÉãéä~íÉë=~êÉ=åçí=~ééêçéêá~íÉ=Ñçê=óçìê=çêÖ~åáò~íáçåI=óçì=Å~å=ÅêÉ~íÉ=
Åìëíçã=íÉãéä~íÉë=Ä~ëÉÇ=çå=ã~êâÉí=åÉÉÇI=Åçãé~åó=ëáòÉI=ÉíÅK=

cêçã=íÜÉ=User=í~ÄI=ëÉäÉÅí=Template SetupK=qÜÉ=qÉãéä~íÉ=pÉíìé=ëÅêÉÉå=Çáëéä~óëK

Creating a New Template
kÉï=íÉãéä~íÉë=~êÉ=ÅêÉ~íÉÇ=Äó=ë~îáåÖ=~å=ÉñáëíáåÖ=íÉãéä~íÉ=ìåÇÉê=~=åÉï=å~ãÉK=vçì=Å~å=
ëí~êí=ïáíÜ=~åó=çÑ=íÜÉ=ëóëíÉã=íÉãéä~íÉë=~î~áä~ÄäÉ=íç=óçìK=

1 Select a template from the Modify Template drop-down box. All templates are 
associated with a specific user type, which cannot be changed. Be sure to select a 
template with the appropriate user type. Wait for the screen to refresh.

2 Click the Add Template radio button and enter a name for the new template in 
Template Description. 

3 The User Type indicates the type of user (account, supervisor, etc.) for which the 
template is intended. This field is automatically populated based on the template you 
selected.

Now, assign the authorities to your new template. See "Assigning Authorities to a 
Template" for details.
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Assigning Authorities to a Template
^ää=~ìíÜçêáíáÉë=~î~áä~ÄäÉ=íç=~=ìëÉê=íóéÉ=Çáëéä~ó=ìåÇÉê=Authority=áå=ÉáíÜÉê=íÜÉ=Available=çê=
Selected=ÄçñK=qç=~ëëáÖå=~å=~ìíÜçêáíó=íç=íÜÉ=íÉãéä~íÉI=ãçîÉ=áí=Ñêçã=^î~áä~ÄäÉ=íç=pÉäÉÅíÉÇK=
pÉÉ=?póëíÉã=aÉÑ~ìäí=qÉãéä~íÉ=^ìíÜçêáíáÉë?=Ñçê=~=äáëí=çÑ=~ìíÜçêáíáÉëK

1 Highlight an authority in either the Available or Selected box.

2 Use the up/down arrows to move the authorities to the desired box. The single 
arrows  move only the highlighted authorities. The double arrows  move 
all authorities from one box to the other. 

To select a range of authorities: Hold down the Shift key on your keyboard and 
highlight the items that you want to move. Click the single up or down arrow to 
move the items. 

To select individual authorities: Hold down the Control key on your keyboard and 
highlight the items you want to move. Click the single up or down arrow to move 
the items.

3 Click Apply to save. 
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Modifying a Template
vçì=Å~å=ãçÇáÑó=~=íÉãéä~íÉ=~í=~åó=íáãÉ=íç=êÉ~ëëáÖå=~ìíÜçêáíáÉëK=qÜÉ=ÅÜ~åÖÉë=ïáää=í~âÉ=
ÉÑÑÉÅí=Ñçê=É~ÅÜ=ìëÉê=íÜÉ=åÉñí=íáãÉ=íÜÉ=ìëÉê=äçÖë=áåíç=íÜÉ=~ééäáÅ~íáçåK=vçì=Çç=åçí=Ü~îÉ=íç=
êÉ~ëëáÖå=íÜÉ=íÉãéä~íÉK=

Note: You cannot change the 
name of an existing template.

1 Click the Modify Template radio button and then select a template from the drop-
down box. Wait for the screen to refresh.

Reassign the authorities as needed. See "Assigning Authorities to a Template" for 
details. 

2 Click Apply to save. 

Deleting a Template
vçì=Å~ååçí=ÇÉäÉíÉ=~=íÉãéä~íÉ=íÜ~í=áë=ÅìêêÉåíäó=~ëëáÖåÉÇ=íç=çåÉ=çê=ãçêÉ=ìëÉêëK=cáêëíI=
ÇÉíÉêãáåÉ=ïÜáÅÜ=ìëÉêë=~êÉ=~ëëáÖåÉÇ=íç=íÜÉ=íÉãéä~íÉ=íÜ~í=óçì=ï~åí=íç=ÇÉäÉíÉK=vçì=Å~å=
ìëÉ=íÜÉ=rëÉê=^ìíÜçêáíáÉë=oÉéçêí=Ñçê=äáëíáåÖ=çÑ=ìëÉêë=~åÇ=~ëëáÖåÉÇ=íÉãéä~íÉëK=qÜÉåI=Öç=íç=
íÜÉ=ìëÉê=éêçÑáäÉ=ErëÉê=j~áåíÉå~åÅÉ=ëÅêÉÉåF=Ñçê=É~ÅÜ=ìëÉê=~åÇ=~ëëáÖå=~åçíÜÉê=íÉãéä~íÉ=íç=
íÜÉ=ìëÉêK=låÅÉ=íÜÉ=íÉãéä~íÉ=áë=åç=äçåÖÉê=~ëëáÖåÉÇ=íç=~åó=ìëÉêI=óçì=Å~å=ÇÉäÉíÉ=íÜÉ=
íÉãéä~íÉK=

1 Select the template you want to delete from the Modify Template drop-down box. 

2 Click the Delete Template radio button.

3 Click Apply to delete the template. 
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System Default Template Authorities
The authorities listed in the following table are part of the SYSTEM DEFAULT templates, 
unless indicated.

User Type Abbreviations

• CGA - Full Access: Company Group Administrator

• CA: Company Administrator

• INT: Intermediate

• SUP: Supervisor

• ACC: Account

Authorities

Authority
CGA - Full 

Access CA INT SUP ACC

Allow Company Group Level Currency Conversion

Allow Mass Updates 

Change User Type

Clear Supervisor Reviewed Status

Create CardHolder/Account

Create Company Administrator

Create Company Group Administrator

Create Custom Export Templates

Create Data for Cost Allocation Codes

Create Data for Custom Fields on Financial Transactions

Create Data for Custom Flags on Financial Transactions

Create Data for Extended Account Fields

Create Email Messages

Create Email Schedule

Create Export Schedule

Create Intermediate

Create Labels for Cost Allocation Codes

Create Labels for Custom Fields on Financial Transactions

Create Labels for Custom Flags on Financial Transactions

Create Labels for Extended Account Fields

Create MCC GL List

Create Non-Card Transactions

Create Report Schedule

Create Split Transactions

Create Supervisor

Create Supervisor Assignment

Create Supplier

Create Template

Create User

Create User Defined Intermediates

Delete Company Group Administrator

Delete Custom Export Templates
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Delete Data for Cost Allocation Codes

Delete Data for Custom Fields on Financial Transactions

Delete Data for Custom Flags on Financial Transactions

Delete Data for Extended Account Fields

Delete Email Messages

Delete Email Schedule

Delete Export Schedule

Delete Labels for Cost Allocation Codes

Delete Labels for Custom Fields on Financial Transactions

Delete Labels for Custom Flags on Financial Transactions

Delete Labels for Extended Account Fields

Delete MCC GL List

Delete Non-Card Transactions

Delete Report Schedule

Delete Split Transactions

Delete Supplier

Delete Template

Delete User

Delete User Defined Intermediates

Lock Financial Transaction

Maintain Currency Format

Maintain Date Format

Modify Cardholder Maintenance Request

Modify Custom Billing Cycle

Modify Custom Export Templates

Modify Exception

Modify Financial Export Flag

Modify Financial Transaction Export Flag

Modify Hierarchy Change Request Switch

Modify User Defined Intermediates

Print Account Activity Exception Report * *

Print Account Spending Analysis Detail Report

Print Account Spending Analysis Report

Print Account Status Report

Print Airline City Pair Detail Report

Print Airline Summary Report

Print Canadian Tax Report

Print Card Program Analysis Report

Print Cardholder Maintenance Request *

Print Cash Advance Report

Print Cost Allocation Detail Report

Print Cost Allocation Summary Report

Print Daily Transaction Summary Report

Print Expense Report

Authorities

Authority
CGA - Full 

Access CA INT SUP ACC
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Print Fleet Costs Report

Print Fuel Brand Summary Report

Print Fuel Exception / Detail Report

Print Government Sales Tax Report

Print Line Item Detail Report

Print Lodging Chain and Property Report

Print Login Attempts Report

Print MCC Exception Report * *

Print Merchant Category Monthly Summary Report

Print Merchant Detail Report

Print Merchant Exception Report * *

Print Merchant Monthly Summary Report

Print Merchant Type Classification Detail Report

Print Merchant Type Ethnic Classification Summary Report

Print Non-Card Transaction Detail Report

Print Original Currency Report

Print Program Summary Report

Print Supervisor Summary Report

Print Top Hotel Chains Report

Print Top Ten Cardholder Report

Print Top Ten Merchant Spend Volume Detail Report

Print Top Ten Merchant Spend Volume Summary Report

Print Transaction Statement (Account Statement Report)

Print Unassociated Merchant-Vendor Report

Print Unmatched Airline Addenda Report

Print User Authorities Report

Reset Financial Transaction Export Flag

Set Supervisor Reviewed Status

Setup Default Account Codes

Unlock Financial Transaction

Unsplit Split Transactions

Update CardHolder/Account

Update Company

Update Company Administrator

Update Company Group Administrator

Update Company Preferences

Update Data for Cost Allocation Codes

Update Data for Custom Fields on Financial Transactions

Update Data for Custom Flags on Financial Transactions

Update Data for Extended Account Fields

Update Email Messages

Update Email Schedule

Update Export Schedule

Update Financial Transaction

Authorities

Authority
CGA - Full 

Access CA INT SUP ACC
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Update Intermediate

Update Labels for Cost Allocation Codes

Update Labels for Custom Fields on Financial Transactions

Update Labels for Custom Flags on Financial Transactions

Update Labels for Extended Account Fields

Update MCC GL List

Update Non-Card Transactions

Update Report Schedule

Update Split Transactions

Update Supervisor

Update Supervisor Assignment

Update Supplier

Update Template

Update User

Update Vendor Number

View CardHolder/Account

View Company

View Company Administrator

View Company Group Administrator

View Company Preferences

View Custom Export Templates

View Custom Files

View Data for Cost Allocation Codes

View Data for Custom Fields on Financial Transactions

View Data for Custom Flags on Financial Transactions

View Data for Extended Account Fields

View Email Messages

View Email Schedule

View Exception * *

View Export Schedule

View Financial Transaction

View Financial Transaction Export Flag 

View Intermediate

View Labels for Cost Allocation Codes

View Labels for Custom Fields on Financial Transactions

View Labels for Custom Flags on Financial Transactions

View Labels for Extended Account Fields

View MCC GL List 

View Non-Card Transactions

View Password Expiration

View Report

View Report Assignment

View Report Schedule

View Split Transactions

Authorities

Authority
CGA - Full 

Access CA INT SUP ACC
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* Indicates that the authority is not part of the SYSTEM DEFAULT template for the user type but can be added 
to a custom template. 

View Supervisor

View Supplier - Also provides authority to run Supplier 
Transaction Detail and Merchant Supplier Summary 
reports. 

View Template

View User

View Vendor Number

Authorities

Authority
CGA - Full 

Access CA INT SUP ACC
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Users

^ÑíÉê=óçì=Ü~îÉ=ÇÉíÉêãáåÉÇ=íÜÉ=êÉéçêíáåÖ=ëíêìÅíìêÉI=óçì=Å~å=~ëëáÖå=ìëÉêë=íç=íÜÉ=î~êáçìë=
ÉåíáíáÉë=ëç=íÜ~í=íÜÉó=Å~å=~ÅÅÉëë=Ç~í~=~åÇ=éêçÅÉëëÉë=áå=íÜÉ=~ééäáÅ~íáçåK=cçê=Éñ~ãéäÉI=áÑ=~å=
áåÇáîáÇì~ä=áë=íç=~ÅÅÉëë=Üáë=çê=ÜÉê=çïå=~ÅÅçìåí=Ç~í~I=íÜ~í=áåÇáîáÇì~ä=ïçìäÇ=ÄÉ=ëÉí=ìé=~ë=
~å=~ÅÅçìåí=ìëÉê=~åÇ=~ëëáÖåÉÇ=íç=Üáë=çê=ÜÉê=~ÅÅçìåíK=páãáä~êäóI=~=ìëÉê=Å~å=ÄÉ=~ëëçÅá~íÉÇ=
ïáíÜ=~å=áåíÉêãÉÇá~íÉ=Éåíáíó=áå=íÜÉ=ÜáÉê~êÅÜó=áå=çêÇÉê=íç=~ÅÅÉëë=íç=~ää=Ç~í~=Ñçê=~=ëéÉÅáÑáÅ=
áåíÉêãÉÇá~íÉ=ÜáÉê~êÅÜó=ÉåíáíóK=

hÉÉé=áå=ãáåÇ=íÜ~í=ìëÉêë=Çç=åçí=Ü~îÉ=íç=ÄÉ=~ëëáÖåÉÇ=íç=ÉîÉêó=Éåíáíó=áå=íÜÉ=êÉéçêíáåÖ=
ëíêìÅíìêÉK=qÜÉ=åìãÄÉê=~åÇ=íÜÉ=íóéÉ=çÑ=ìëÉêë=ëÉí=ìé=áå=~=Åçãé~åó=ÇÉéÉåÇë=çå=Üçï=íÜÉ=
Åçãé~åó=ïáää=ìëÉ=íÜÉ=~ééäáÅ~íáçåK

tÜÉå=óçì=ëÉí=ìé=ìëÉêëI=óçì=ïáää=åÉÉÇ=íç=ÅçåëáÇÉê=íïç=íÜáåÖëW

√ What is the role of the user?=qÜÉ=ìëÉê=íóéÉ=ÇÉÑáåÉë=íÜÉ=êçäÉ=çÑ=íÜÉ=ìëÉêX=Ñçê=
Éñ~ãéäÉI=~ÅÅçìåí=EÅ~êÇÜçäÇÉêFI=ëìéÉêîáëçêI=çê=áåíÉêãÉÇá~íÉK=^ÅÅçìåí=ìëÉêë=
Ü~îÉ=~ÅÅÉëë=íç=çåäó=íÜÉáê=çïå=áåÑçêã~íáçåK=pìéÉêîáëçê=~åÇ=áåíÉêãÉÇá~íÉ=ìëÉêë=
íóéáÅ~ääó=Ü~îÉ=~=ã~å~ÖÉêá~ä=êçäÉ=~åÇ=Ü~îÉ=~ÅÅÉëë=íç=íÜÉ=Ç~í~=çÑ=~ëëáÖåÉÇ=
~ÅÅçìåíëK=`çãé~åó=~Çãáåáëíê~íçêë=Ü~îÉ=~ÅÅÉëë=íç=ëÉíìé=çéíáçåë=~åÇ=
éêÉÑÉêÉåÅÉë=Ñçê=íÜÉ=Åçãé~åó=áå=~ÇÇáíáçå=íç=~ää=Ñáå~åÅá~ä=áåÑçêã~íáçå=çê=
~ÅÅçìåíë=áå=íÜÉ=Åçãé~åóK

√ What information or processes will be available to the user? låÅÉ=~=ìëÉê=íóéÉ=
áë=ÇÉíÉêãáåÉÇI=óçì=Å~å=~ëëáÖå=~ìíÜçêáíáÉë=íç=Éå~ÄäÉ=çê=Çáë~ÄäÉ=ÅÉêí~áå=
éêçÅÉëëÉë=çê=áåÑçêã~íáçåK=cçê=Éñ~ãéäÉI=ïáää=íÜÉ=ìëÉê=ÄÉ=~ÄäÉ=íç=Åçëí=~ääçÅ~íÉ=
íê~åë~Åíáçåë\=êìå=êÉéçêíë\=Éñéçêí=Ç~í~\=j~åó=çÑ=íÜÉëÉ=éêçÅÉëëÉë=~êÉ=ÅçåíêçääÉÇ=
Äó=ìëÉê=~ìíÜçêáíáÉëI=ïÜáÅÜ=~êÉ=ÇÉÑáåÉÇ=áå=~=íÉãéä~íÉK=pÉÉ=?^ìíÜçêáíáÉë?=Ñçê=
ÇÉí~áäëK

User Types
b~ÅÜ=ìëÉê=íóéÉ=Ü~ë=éêÉJÇÉÑáåÉÇ=~ÅÅÉëë=íç=Ç~í~=áå=íÜÉ=~ééäáÅ~íáçåK=

User Type Quick Reference

User Type Assigned Data

Company Administrator Company level of the hierarchy

Intermediate Intermediate level of the hierarchy

Supervisor Account List

Account (cardholder) Account information
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Company Administrator User
`çãé~åó=~Çãáåáëíê~íçêë=~êÉ=~ëëáÖåÉÇ=íç=íÜÉ=Åçãé~åó=Éåíáíó=áå=íÜÉ=ÜáÉê~êÅÜó=~åÇ=Å~å=
~ÅÅÉëë=Ç~í~=Ñçê=íÜÉ=ÉåíáêÉ=Åçãé~åóI=áåÅäìÇáåÖ=áåíÉêãÉÇá~íÉ=ÉåíáíáÉë=~åÇ=~ÅÅçìåíëK=

Intermediate User
fåíÉêãÉÇá~íÉ=ìëÉêë=~êÉ=~ëëáÖåÉÇ=íç=íÜÉ=áåíÉêãÉÇá~íÉ=ÉåíáíáÉë=áå=íÜÉ=Åçãé~åó=ÜáÉê~êÅÜó=
~åÇ=Å~å=îáÉï=íÜÉ=Ç~í~=çÑ=~åó=~ëëáÖåÉÇ=áåíÉêãÉÇá~íÉë=çê=~ÅÅçìåíëK=fÑ=íÜÉ=ÜáÉê~êÅÜó=áë=
çêÖ~åáòÉÇ=Äó=Çáîáëáçå=çê=ÇÉé~êíãÉåíI=~=ã~å~ÖÉê=ãáÖÜí=ÄÉ=ëÉí=ìé=~ë=~å=áåíÉêãÉÇá~íÉ=ìëÉê=
~åÇ=~ëëáÖåÉÇ=íç=íÜÉ=~ééêçéêá~íÉ=áåíÉêãÉÇá~íÉ=Éåíáíó=íÜ~í=ÅçêêÉëéçåÇë=íç=Üáë=çê=ÜÉê=
ÇÉé~êíãÉåí=çê=ÇáîáëáçåK

Supervisor User
pìéÉêîáëçê=ìëÉêë=~êÉ=ëáãáä~ê=íç=áåíÉêãÉÇá~íÉ=ìëÉêë=áå=íÜ~í=íÜÉó=~êÉ=~ëëáÖåÉÇ=~=Öêçìé=çÑ=
~ÅÅçìåíëX=ÜçïÉîÉêI=íÜÉ=~ÅÅçìåíë=~ëëáÖåÉÇ=íç=~=ëìéÉêîáëçê=ÇçåÛí=åÉÅÉëë~êáäó=ÅçêêÉëéçåÇ=
íç=íÜÉ=ÜáÉê~êÅÜóK=

^ÅÅçìåíë=ïçìäÇ=ÄÉ=~ëëáÖåÉÇ=íç=~=ëìéÉêîáëçê=ìëÉê=ïÜÉå=~å=~ÅÅçìåí=ÄÉäçåÖë=íç=íïç=
êÉéçêíáåÖ=ÖêçìéëK=cçê=Éñ~ãéäÉI=~ÅÅçìåíë=ãáÖÜí=ÄÉ=ÖêçìéÉÇ=ìåÇÉê=Åçãé~åó=Çáîáëáçåë=
Ñçê=çåÉ=íóéÉ=çÑ=êÉéçêíáåÖ=~åÇ=íÜÉå=~ëëáÖåÉÇ=íç=~=ëìéÉêîáëçê=ìëÉêI=ëìÅÜ=~ë=~=íê~îÉä=
ã~å~ÖÉêI=Ñçê=~åçíÜÉê=íóéÉ=çÑ=êÉéçêíáåÖK=

Company

Intermediate

In this example, cardholders who use their 
cards for travel are also assigned to the 
Travel Manager supervisor user. 
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Account User
^ÅÅçìåí=ìëÉêë=~êÉ=~ëëáÖåÉÇ=íç=íÜÉáê=çïå=~ÅÅçìåíK=tÜÉå=äçÖÖÉÇ=áåíç=íÜÉ=~ééäáÅ~íáçåI=
~ÅÅçìåí=ìëÉêë=ïáää=åçí=ëÉÉ=íÜÉ=ÜáÉê~êÅÜóX=íÜÉó=ïáää=ëÉÉ=çåäó=íÜÉáê=çïå=~ÅÅçìåí=~åÇ=
íê~åë~Åíáçå=Ç~í~K=

Can an intermediate user also be an account user?
vÉëK=cçê=Éñ~ãéäÉI=oçÄÉêí=gçåÉë=Å~å=ÄÉ=~å=áåíÉêãÉÇá~íÉ=~åÇ=~å=~ÅÅçìåí=ìëÉêK=^ë=~å=
áåíÉêãÉÇá~íÉ=ìëÉêI=oçÄÉêí=äçÖë=áåíç=íÜÉ=~ééäáÅ~íáçå=íç=êÉîáÉï=íê~åë~ÅíáçåëI=Åçëí=~ääçÅ~íÉ=
íê~åë~ÅíáçåëI=çê=êìå=êÉéçêíë=çå=~ÅÅçìåíë=íÜ~í=~êÉ=~ëëáÖåÉÇ=íç=ÜáãK=eçïÉîÉêI=~ë=~å=
~ÅÅçìåí=ìëÉêI=oçÄÉêí=äçÖë=áåíç=íÜÉ=~ééäáÅ~íáçå=íç=êÉîáÉï=çåäó=Üáë=çïå=íê~åë~ÅíáçåëK=
^åçíÜÉê=áåíÉêãÉÇá~íÉ=çê=ëìéÉêîáëçê=ìëÉê=áå=íÜÉ=Åçãé~åó=ã~ó=ÄÉ=êÉëéçåëáÄäÉ=Ñçê=
êÉîáÉïáåÖ=oçÄÉêíÛë=íê~åë~ÅíáçåëK=

få=íÜáë=ëáíì~íáçåI=óçì=ïçìäÇ=ÖáîÉ=oçÄÉêí=gçåÉë=íïç=ìëÉê=faëX=çåÉ=ìëÉê=faLé~ëëïçêÇ=Ñçê=
äçÖÖáåÖ=áå=~ë=~å=áåíÉêãÉÇá~íÉ=ìëÉê=~åÇ=~åçíÜÉê=ìëÉê=faLé~ëëïçêÇ=Ñçê=äçÖÖáåÖ=áå=~ë=~å=
~ÅÅçìåí=ìëÉêK=
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User Setup
få=çêÇÉê=Ñçê=~=ìëÉê=íç=~ÅÅÉëë=íÜÉ=~ééäáÅ~íáçåI=óçì=ãìëí=ÅêÉ~íÉ=~=ìëÉê=~ÅÅçìåí=~åÇ=~ëëáÖå=
íÜÉ=ìëÉê=íç=~=ëéÉÅáÑáÅ=äÉîÉä=áå=íÜÉ=ÜáÉê~êÅÜóK=_ÉÑçêÉ=óçì=ÅêÉ~íÉ=~=ìëÉê=óçì=ïáää=åÉÉÇ=íç=
âåçï=íÜÉ=íóéÉ=çÑ=ìëÉê=óçì=ï~åí=íç=ÅêÉ~íÉI=íÜÉ=ÜáÉê~êÅÜó=Éåíáíó=íç=ïÜáÅÜ=íÜÉ=ìëÉê=ïáää=ÄÉ=
~ëëáÖåÉÇ=EÑçê=Éñ~ãéäÉI=~å=~ÅÅçìåí=ÉåíáíóF=~åÇ=íÜÉ=ìëÉê=íÉãéä~íÉK=

To create a new user

1 cêçã=íÜÉ=User=í~ÄI=ëÉäÉÅí=User SetupK=

2 lå=íÜÉ=rëÉê=qóéÉ=pÉäÉÅí=ëÅêÉÉåI=ëÉäÉÅí=íÜÉ=íóéÉ=çÑ=ìëÉê=íÜ~í=óçì=ï~åí=íç=ëÉí=ìéK=qÜÉ=
rëÉê=pÉíìé=ëÅêÉÉå=Çáëéä~óëK

√ få=User IDI=ÉåíÉê=~=ìåáèìÉ=fa=íÜ~í=íÜÉ=ìëÉê=ïáää=ìëÉI=~äçåÖ=ïáíÜ=~=é~ëëïçêÇI=íç=
äçÖ=áåíç=íÜÉ=~ééäáÅ~íáçåK=qÜÉ=ìëÉê=fa=Å~ååçí=ÄÉ=ÅÜ~åÖÉÇ=çåÅÉ=áí=áë=~ééäáÉÇK=fÑ=
óçì=~êÉ=ÅêÉ~íáåÖ=~å=~ÅÅçìåí=ìëÉêI=íÜÉ=rëÉê=fa=ÑáÉäÇ=áë=Çáë~ÄäÉÇK=^å=~ÅÅçìåí=
ìëÉêÛë=fa=áë=íÜÉ=~ÅÅçìåí=åìãÄÉê=~åÇ=áë=~ìíçã~íáÅ~ääó=~ëëáÖåÉÇ=ïÜÉå=óçì=ëÉäÉÅí=
íÜÉ=~ÅÅçìåí=Ñêçã=íÜÉ=båíáíó=fa=ÑáÉäÇK=^ÅÅçìåí=ìëÉêë=ïáää=ÄÉ=éêçãéíÉÇ=íç=ÅÜ~åÖÉ=
íÜÉ=~ÅÅçìåí=åìãÄÉê=ìëÉê=fa=ìéçå=Ñáêëí=äçÖáåK

√ få User NameI=ÉåíÉê=íÜÉ=ìëÉêÛë=å~ãÉK=qÜÉ=ìëÉê=å~ãÉ=Çáëéä~óë=áå=ìëÉê=äáëíë=áå=íÜÉ=
~ééäáÅ~íáçåK=qÜáë=ÑáÉäÇ=Å~å=ÄÉ=ÅÜ~åÖÉÇ=Äó=íÜÉ=ìëÉêK=

√ få=Entity IDI=ëÉäÉÅí=íÜÉ=Éåíáíó=ïáíÜ=ïÜáÅÜ=íÜÉ=ìëÉê=ïáää=ÄÉ=~ëëçÅá~íÉÇK=qÜÉ=
~ééêçéêá~íÉ=ÉåíáíáÉë=Çáëéä~ó=~ÅÅçêÇáåÖ=íç=íÜÉ=íóéÉ=çÑ=ìëÉê=óçì=~êÉ=ÅêÉ~íáåÖK=cçê=
Éñ~ãéäÉI=çåäó=~ÅíáîÉ=~ÅÅçìåí=ÉåíáíáÉë=ïáää=Çáëéä~ó=áÑ=óçì=~êÉ=ÅêÉ~íáåÖ=~å=~ÅÅçìåí=
ìëÉêK=båíáíó=faë=~êÉ=åçí=~ëëáÖåÉÇ=íç=ëìéÉêîáëçê=ìëÉêëK=

√ fÑ=óçì=âåçï=íÜÉ=ìëÉêÛë=Email Address=~åÇ=Phone Number=óçì=Å~å=ÉåíÉê=áí=åçïK=
qÜÉ=ìëÉê=ïáää=ÄÉ=éêçãéíÉÇ=íç=ÉåíÉê=~=î~äáÇ=Éã~áä=~ÇÇêÉëë=ìéçå=Ñáêëí=äçÖáåK=qÜÉ=

User ID Requirements
• Maximum 20 alphanumeric 

characters

• One underscore allowed

• No spaces

• No special characters (e.g. 
#$@)
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éÜçåÉ=åìãÄÉê=áë=Ñçê=áåÑçêã~íáçå=çåäóX=áí=ïáää=åçí=Çáëéä~ó=~åóïÜÉêÉ=ÉäëÉ=áå=íÜÉ=
~ééäáÅ~íáçåK=

√ få=TemplateI=ëÉäÉÅí=íÜÉ=~ééêçéêá~íÉ=íÉãéä~íÉ=íç=~ëëáÖå=~ìíÜçêáíáÉë=íç=íÜÉ=ìëÉêK=

√ Status Code=Éå~ÄäÉë=çê=Çáë~ÄäÉë=íÜÉ=ìëÉê=Ñêçã=äçÖÖáåÖ=áåíç=íÜÉ=~ééäáÅ~íáçåK=pÉí=
íÜÉ=ëí~íìë=íç=“^ÅíáîÉÒK

3 råÇÉê=m~ëëïçêÇI=ÉåíÉê=~åÇ=ÅçåÑáêã=~å=áåáíá~ä=é~ëëïçêÇ=Ñçê=íÜÉ=åÉï=ìëÉêK=réçå=Ñáêëí=
äçÖáåI=íÜÉ=ìëÉê=ïáää=ÄÉ=éêçãéíÉÇ=íç=ÅÜ~åÖÉ=íÜÉ=áåáíá~ä=é~ëëïçêÇK=

fÑ=íÜÉ=Åçãé~åó=Ü~ë=ÄÉÉå=ëÉí=ìé=Ñçê=é~ëëïçêÇ=êÉëÉíI=íÜÉ=Password Reset Question=
~åÇ=Password Reset Answer=ÑáÉäÇë=ïáää=ÄÉ=~î~áä~ÄäÉ=íç=~ää=ìëÉêë=ïáíÜáå=íÜÉ=Åçãé~åóK=
qÜÉ=é~ëëïçêÇ=êÉëÉí=çéíáçå=~ääçïë=ìëÉêë=íç=êÉëÉí=íÜÉáê=çïå=é~ëëïçêÇë=íÜêçìÖÜ=íÜÉ=
~ééäáÅ~íáçå=Äó=~åëïÉêáåÖ=íÜÉ=ëÉäÉÅíÉÇ=èìÉëíáçåK=qÜÉ=ìëÉê=ïáää=ÄÉ=éêçãéíÉÇ=íç=ëÉí=
ìé=~=èìÉëíáçå=~åÇ=~åëïÉê=ìéçå=Ñáêëí=äçÖáåK=

4 aÉÑ~ìäí=a~íÉ=pÉííáåÖë=~åÇ=aÉÑ~ìäí=`ìêêÉåÅó=pÉííáåÖë=ëéÉÅáÑó=Üçï=Ç~íÉë=~åÇ=
ÅìêêÉåÅáÉë=~êÉ=Ñçêã~ííÉÇ=ïÜÉå=íÜÉ=ìëÉê=áë=äçÖÖÉÇ=áåíç=íÜÉ=~ééäáÅ~íáçåK=qÜÉ=
Ñçêã~ííáåÖ=çéíáçåë=~êÉ=~äêÉ~Çó=éçéìä~íÉÇ=Ä~ëÉÇ=çå=íÜÉ=Åçãé~åóÛë=ëÉííáåÖëK=qÜÉ=
ìëÉê=Å~å=ÅÜ~åÖÉ=íÜÉëÉ=ëÉííáåÖë=~í=~åó=íáãÉ=çå=íÜÉ=rëÉê=j~áåíÉå~åÅÉ=ëÅêÉÉåK=

5 `äáÅâ=Apply=íç=ë~îÉK

Password 
Requirements:
• 8-20 characters; two of 

which must be numeric 
characters.

• Passwords are case 
sensitive.

• Passwords cannot contain 
spaces.

• Old passwords cannot be 
reused.

• The password cannot be 
the same as the user ID.
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Supervisor Assignment
^ÑíÉê=óçì=ÅêÉ~íÉ=~=ëìéÉêîáëçê=ìëÉêI=óçì=ïáää=ÄÉ=éêçãéíÉÇ=íç=~ëëáÖå=íÜÉ=~ÅÅçìåíë=íÜ~í=óçì=
ï~åí=íÜÉ=ëìéÉêîáëçê=íç=~ÅÅÉëëK=vçì=Å~å=~ëëáÖå=~åó=~ÅÅçìåí=áå=íÜÉ=Åçãé~åó=íç=~=
ëìéÉêîáëçê=ìëÉêK=

You can also assign one account to several supervisors. For example, a sales manager 
and a travel manager might review the expenses of one cardholder. There is no limit to 
the number of supervisors that you can assign to an account.

Supervisors will not see the hierarchy; instead, they will see a list of assigned accounts 
on the Account List screen (Hierarchy > Hierarchy Tree). See "Supervisor User" for 
details on the supervisor user’s view.

To assign accounts to a supervisor user

1 Assign single accounts by checking the check box next to each account. 

2 To assign all accounts under an intermediate, check the box next to the intermediate. 
All of the entities under the intermediate will be automatically checked.

3 Click Apply to save. 
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Once you assign accounts to a supervisor user, you can view the supervisor 
assignments in two ways:

• Supervisor List. From the Hierarchy tab, select Supervisor List. From the 
Supervisor List screen, click the Account List icon ( ) to access the Account 
List screen, where you can see a list of accounts that have been assigned to 
the supervisor user. This view is available to company administrator users and 
higher-level users but not to intermediate or supervisor users.  

• Account Maintenance. The Supervisor Assignment section at the bottom of the 
screen provides a listing of all supervisors that oversee the account. This 
listing is available to all users except account users. 
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Changing Supervisor Assignments
vçì=Å~å=ÅÜ~åÖÉ=íÜÉ=ëìéÉêîáëçê=~ëëáÖåãÉåí=~í=~åó=íáãÉ=íç=~ÇÇ=çê=êÉãçîÉ=~å=~ÅÅçìåí=
Ñêçã=~=ëìéÉêîáëçêÛë=~ÅÅçìåí=äáëíK=qÜÉ=ÅÜ~åÖÉ=ïáää=í~âÉ=ÉÑÑÉÅí=áããÉÇá~íÉäóX=åç=~ÇÇáíáçå~ä=
éêçÅÉëëáåÖ=áë=êÉèìáêÉÇK

To change the supervisor assignment

1 From the User tab, select User Maintenance. 

2 Select a supervisor from the User List screen. The User Maintenance screen 
displays.

3 Click the Supervisor Assignment button. The Supervisor Assignment screen 
displays. 

4 Place a check mark next to the accounts that you want to add. Clear the check box 
next to the accounts that you want to remove from the supervisor’s account list. 

5 Click Apply to save.
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Auto User Setup
vçìê=áëëìÉê=ã~ó=ÖáîÉ=óçì=íÜÉ=çéíáçå=çÑ=ëÉííáåÖ=ìé=åÉï=~ÅÅçìåí=ìëÉêë=~ë=~å=~ìíçã~íáÅ=
éêçÅÉëëK=qÜáë=çéíáçå=áë=áÇÉ~ä=Ñçê=Åçãé~åáÉë=ïáíÜ=~=ä~êÖÉ=åìãÄÉê=çÑ=Å~êÇÜçäÇÉê=E~ÅÅçìåíF=
ìëÉêëK=

tÜÉå=íÜÉ=^ìíç=rëÉê=pÉíìé=çéíáçå=áë=Éå~ÄäÉÇI=íÜÉ=ëóëíÉã=êìåë=~=åáÖÜíäó=Ä~íÅÜ=éêçÅÉëë=íç=
áÇÉåíáÑó=~ÅíáîÉ=~ÅÅçìåíë=~åÇ=ÅêÉ~íÉ=ìëÉê=faë=Ñçê=íÜçëÉ=~ÅÅçìåíëK=qÜÉ=ìëÉê=fa=áë=íÜÉ=
Å~êÇÜçäÇÉêÛë=~ÅÅçìåí=åìãÄÉêK=qÜÉ=íÉãéä~íÉ=~åÇ=é~ëëïçêÇ=~êÉ=~ëëáÖåÉÇ=Ä~ëÉÇ=çå=íÜÉ=
ÇÉÑ~ìäí=áåÑçêã~íáçå=ëÉí=ìé=áå=̀ çãé~åó=mêÉÑÉêÉåÅÉëK=líÜÉê=ìëÉê=áåÑçêã~íáçå=áë=ÖÉåÉê~íÉÇ=
Ñêçã=Ç~í~=ÉåíÉêÉÇ=áå=íÜÉ=áëëìÉêÛë=Å~êÇ=ëóëíÉãK=qÜÉ=åÉï=ìëÉê=ïáää=ÄÉ=êÉèìáêÉÇ=íç=ÅÜ~åÖÉ=
íÜÉ=Å~êÇ=åìãÄÉê=ìëÉê=fa=íç=~=ìåáèìÉ=fa=ìéçå=Ñáêëí=äçÖáåK

IMPORTANT!   If you delete an 
account user, but the Status 
Code on the Account 
Maintenance screen is still 
Active, that user account will 
be added back to the 
application during the Auto 
User Setup batch process. See 
"Account Status" for details.

To enable Auto User Setup

1 cêçã=íÜÉ=Company=í~ÄI=ëÉäÉÅí=Company PreferencesK=

2 råÇÉê=Auto User SetupI=ÅçãéäÉíÉ=íÜÉ=ëÉíìé=çéíáçåëW

√ pÉí=Automatically Setup Cardholder Users íç=“vÉëÒK=

√ få=Default TemplateI ëÉäÉÅí=íÜÉ=íÉãéä~íÉ=íÜ~í=ïáää=ÄÉ=~ëëáÖåÉÇ=íç=~ää=åÉï=~ÅÅçìåí=
ìëÉêëK=

√ rëÉ=íÜÉ=New Default Password=~åÇ=Confirm Password=ÑáÉäÇë=íç=ëÉí=çê=ÅÜ~åÖÉ=
íÜÉ=`ìêêÉåí=aÉÑ~ìäí=m~ëëïçêÇK=qÜÉ=ÇÉÑ~ìäí=é~ëëïçêÇ=áë=ìëÉÇ=çåäó=Ñçê=áåáíá~ä=
äçÖáåK=^ää=åÉï=ìëÉêë=ïáää=ÄÉ=éêçãéíÉÇ=íç=ÅÜ~åÖÉ=íÜÉ=ÇÉÑ~ìäí=é~ëëïçêÇ=~åÇ=íÜÉ=
ìëÉê=fa=íÜÉ=Ñáêëí=íáãÉ=íÜÉó=äçÖáå=íç=íÜÉ=~ééäáÅ~íáçåK=

3 `äáÅâ=Apply=íç=ë~îÉK=

Password 
Requirements:
• 8-20 characters; two of 

which must be numeric 
characters.

• Passwords are case 
sensitive.

• Passwords cannot contain 
spaces.

• Old passwords cannot be 
reused.

• The password cannot be 
the same as the user ID.
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How Auto User Setup Works
qÜÉ=ëóëíÉã=êìåë=~=åáÖÜíäó=Erp=`Éåíê~ä=pí~åÇ~êÇ=qáãÉF=Ä~íÅÜ=éêçÅÉëë=íç=áÇÉåíáÑó=~ÅíáîÉ=
~ÅÅçìåíë=~åÇ=ÅêÉ~íÉ=ìëÉê=faë=Ñçê=íÜçëÉ=~ÅÅçìåíëK=

A The Default Template and Current Default Password are assigned to the user’s 
profile based on the set up in Auto User Setup. 

B The User ID is the cardholder’s account number. The user is required to change the 
account number user ID to a unique ID upon first login. Other user information, such 
as User Name and Entity ID, is generated from data entered in the issuer’s card 
system. 

C Default Date and Currency Settings are based on the company’s date and 
currency settings (set in Company Preferences). 

Once the user IDs are created, the users can login to the application and personalize the 
settings by defining their own display preferences in User Maintenance.
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User Maintenance
rëÉ=íÜÉ=rëÉê=j~áåíÉå~åÅÉ=ëÅêÉÉå=íç=ÅÜ~åÖÉ=ìëÉê=áåÑçêã~íáçåI=ëìÅÜ=~ë=íÉãéä~íÉ=
~ëëáÖåãÉåíI=Éã~áä=~ÇÇêÉëëI=é~ëëïçêÇI=çê=ìëÉê=ëí~íìëK=

cêçã=íÜÉ=User=í~ÄI=ëÉäÉÅí=User MaintenanceK=qÜÉ=rëÉê=iáëí=Çáëéä~óë=íÜÉ=ìëÉêë=ïÜç=~êÉ=
~ëëáÖåÉÇ=íç=óçìK=vçì=~êÉ=~äëç=áåÅäìÇÉÇ=áå=íÜáë=äáëíK

`äáÅâ=íÜÉ=ìëÉê=ïÜçëÉ=áåÑçêã~íáçå=óçì=ï~åí=íç=ÅÜ~åÖÉK=qÜÉ=rëÉê=j~áåíÉå~åÅÉ=ëÅêÉÉå=
Çáëéä~óëK=

Reassigning a Template
vçì=Å~å=ÅÜ~åÖÉ=íÜÉ=ìëÉêÛë=~ÅÅÉëë=íç=ÑìåÅíáçå~äáíó=Äó=ÅÜ~åÖáåÖ=íÜÉ=ìëÉêÛë=íÉãéä~íÉ=
~ëëáÖåãÉåíK=tÜÉå=óçì=~ëëáÖå=~=åÉï=íÉãéä~íÉ=íç=~=ìëÉêÛë=éêçÑáäÉI=íÜÉ=ÅÜ~åÖÉ=ïáää=í~âÉ=
ÉÑÑÉÅí=íÜÉ=åÉñí=íáãÉ=íÜÉ=ìëÉê=äçÖë=áåíç=íÜÉ=~ééäáÅ~íáçåK=

1 Select a new template from the Template drop-down box. 

2 Click Apply to save. 
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Resetting a Password
vçì=Å~å=êÉëÉí=íÜÉ=é~ëëïçêÇ=çÑ=~åó=ìëÉê=~ëëáÖåÉÇ=íç=óçìK=

1 Enter and confirm a new password. 

2 Click Apply to save. 

3 Give the new password to the user. The user will be prompted to change the 
password upon log in. 

Deleting a User
aÉäÉíÉ=ìëÉêë=íÜ~í=óçì=åç=äçåÖÉê=åÉÉÇ=íç=êÉÑÉêÉåÅÉ=áå=íÜÉ=~ééäáÅ~íáçåK=cçê=Éñ~ãéäÉI=
ïÜÉå=~=ìëÉê=äÉ~îÉë=óçìê=çêÖ~åáò~íáçå=çê=ïÜÉå=óçì=ÅêÉ~íÉ=~=ìëÉê=ïáíÜ=~å=áåÅçêêÉÅí=ìëÉê=
faI=óçì=Å~å=ÇÉäÉíÉ=íÜÉ=ìëÉê=~ÅÅçìåí=Ñêçã=íÜÉ=~ééäáÅ~íáçåK

tÜÉå=óçì=ÇÉäÉíÉ=~=ìëÉêI=~ää=êÉÑÉêÉåÅÉë=íç=íÜ~í=ìëÉê=~êÉ=êÉãçîÉÇ=Ñêçã=íÜÉ=~ééäáÅ~íáçåI=
áåÅäìÇáåÖ=ëÅÜÉÇìäÉÇ=áíÉãëI=fåÄçñ=áíÉãëI=~åÇ=~åó=~ëëáÖåãÉåíë=íç=çíÜÉê=ìëÉêëK=aÉäÉíáåÖ=~=
ìëÉê=ÇçÉë=åçí=ÇÉäÉíÉ=~ÅÅçìåí=Ç~í~=çê=íÜÉ=~ëëáÖåÉÇ=ÜáÉê~êÅÜó=ÉåíáíóK

TIP:  If you need to inactivate a 
user for a short period of time, 
such as during a leave of 
absence, you can change the 
Status Code on the User 
Maintenance screen to 
“Inactive” to prevent the user 
from logging in. 

1 Click the Delete button. A dialog box displays to confirm that you want to delete 
the user.

2 In the dialog box, click OK to permanently delete the user. 
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Changing a User’s Status
fÑ=~=ìëÉê=äÉ~îÉë=óçìê=çêÖ~åáò~íáçåI=óçì=Å~å=éêÉîÉåí=íÜ~í=áåÇáîáÇì~ä=Ñêçã=äçÖÖáåÖ=áå=Äó=
ëÉííáåÖ=íÜÉ=pí~íìë=`çÇÉ=íç=“få~ÅíáîÉÒK=qÜáë=çåäó=éêÉîÉåíë=íÜÉ=ìëÉê=Ñêçã=äçÖÖáåÖ=áåX=áí=ïáää=
åçí=~ÑÑÉÅí=íÜÉ=íê~åë~Åíáçå=äç~Ç=éêçÅÉëë=çê=~ÅÅçìåí=áåÑçêã~íáçåK=

rëÉê=~ÅÅçìåíë=~êÉ=~ìíçã~íáÅ~ääó=ëÉí=íç=“få~ÅíáîÉÒ=áÑ=íÜÉ=ìëÉê=Ü~ë=åçí=äçÖÖÉÇ=áåíç=íÜÉ=
~ééäáÅ~íáçå=áå=çîÉê=NP=ãçåíÜëK=

qç=êÉ~Åíáî~íÉ=íÜÉ=ìëÉêI=ÅÜ~åÖÉ=íÜÉ=ëí~íìë=íç=“^ÅíáîÉÒK=^äíÜçìÖÜ=óçì=~êÉ=åçí=êÉèìáêÉÇ=íç=
ÅÜ~åÖÉ=íÜÉ=é~ëëïçêÇI=óçì=ã~ó=ï~åí=íç=éêçîáÇÉ=~=åÉï=é~ëëïçêÇ=àìëí=áå=Å~ëÉ=íÜÉ=ìëÉê=
Ü~ë=ÑçêÖçííÉå=íÜÉ=çêáÖáå~ä=é~ëëïçêÇK

1 Select the appropriate status from the Status Code drop-down box. 

2 Click Apply to save.

Changing a User’s Type

tÜÉå=~=ìëÉêDë=êÉëéçåëáÄáäáíó=Ü~ë=ÅÜ~åÖÉÇI=~ìíÜçêáòÉÇ=ìëÉêë=Å~å=êÉ~ëëáÖå=íÜÉ=ìëÉêDë=íóéÉ=
áåëíÉ~Ç=çÑ=ÅêÉ~íáåÖ=~=åÉï=ìëÉê=~ÅÅçìåíK=cçê=Éñ~ãéäÉI=~å=~Çãáåáëíê~íçê=ãáÖÜí=ÅÜ~åÖÉ=~=
ëìéÉêîáëçê=ìëÉê=íç=~å=áåíÉêãÉÇá~íÉ=ìëÉê=íç=~ëëáÖå=íÜÉ=ìëÉê=íç=~å=áåíÉêãÉÇá~íÉ=Éåíáíó=
ê~íÜÉê=íÜ~å=íç=~=äáëí=çÑ=~ÅÅçìåíëK=

rëÉêë=Å~ååçí=ÄÉ=ÅÜ~åÖÉÇ=íç=çê=Ñêçã=~å=~ÅÅçìåí=ìëÉê=íóéÉK=

IMPORTANT!   The user should 
be logged out of the 
application before the user type 
can be changed. The user's 
existing Inbox entries and 
scheduled reports/exports will 
be removed. If the user is 
currently a supervisor user, then 
all account assignments will be 
removed.

1 In User Type, select a new type. Wait for the screen to refresh. 

2 The system will automatically reassign the Template to the system default template 
that corresponds to the new user type. The template assignment can be changed as 
needed.

3 Click Apply to save.
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Unlocking a User Account
qÜÉ=~ééäáÅ~íáçå=éêçîáÇÉë=~å=~ÇÇÉÇ=äÉîÉä=çÑ=ëÉÅìêáíó=Äó=äçÅâáåÖ=~ÅÅçìåíë=ïáíÜ=áå~Åíáîáíó=
~åÇ=äáãáíáåÖ=íÜÉ=åìãÄÉê=çÑ=ìåëìÅÅÉëëÑìä=äçÖáå=~ííÉãéíëK=

A user account is locked in the following situations:

• After six unsuccessful attempts using an invalid password. 

• After 90 consecutive days of inactivity, but only if the company has been set 
up to automatically expire passwords. If user passwords do not expire, user 
accounts will be locked only due to unsuccessful login attempts. 

You can unlock any of your assigned user accounts. If your own account is locked, you 
must contact another user, such as an administrator who has access to your user 
account, to unlock your account. Note that the Status Code remains set to “Active” for 
locked accounts. 

To unlock a user’s account
Access the user whose account is locked. From the User tab, select User Maintenance. 
Select the user from the user list. 

1 When a user account is locked, a system message displays on the User Maintenance 
screen letting you know that the user has been locked out. A similar message is sent 
to the user by email. 

2 Under Password, enter and confirm a new password. This password works like an 
initial password. When logging in, the user will be prompted to change the password 
before continuing. 

3 Click Apply to save. 

4 Give the new password to the user. 
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Customized Fields

You can tailor the application by adding customized fields to enhance cost allocation on 
the financial screens or to add fields for additional data collection on the Account 
Maintenance screen. For example, you can create a Cost Center field on the financial 
screens to enable users to assign a cost center code to a transaction. Data from custom 
fields are included in some reports and can be exported. 

 

Cost allocation and custom fields can be used as default account codes. See "Default 
Account Codes" in the Company Guide for details. 

Customized Field Quick Reference

Field Type

Maximum 
Number of 

Fields Screen Display In Reports Export Field

Custom Flag Check box 16 Transaction Summary

Transaction Detail

Split Transaction

NA FIN.Custom Flags (1-
16)

Custom Field 

(Also called 
Account Code)

Input text box 16 Transaction Summary

Transaction Detail

Split Transaction

Account Maintenance

Setup Default Account Codes

Cost Allocation Detail Report

Expense Report

FIN.Custom Fields (1-
16)

Cost Allocation 
(Also called 
Account Code)

Drop-down 
selection box 
with specified 
values 

12 Transaction Summary

Transaction Detail

Split Transaction

Account Maintenance

Setup Default Account Codes 

Cost Allocation Detail Report

Cost Allocation Summary 
Report

Expense Report

Non-Card Transaction Detail 
Report

FIN.Cost Allocation 
(1-12)

Account Extended 
Information 

Input text box 6 Account Maintenance NA ACC.Extended 
Information (1-6)
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Organizing Customized Fields
`çëí=~ääçÅ~íáçå=ÑáÉäÇëI=Åìëíçã=ÑáÉäÇëI=~åÇ=Åìëíçã=Ñä~Öë=Çáëéä~ó=çå=íÜÉ=Ñáå~åÅá~ä=ëÅêÉÉåë=áå=
~=ëÉí=çêÇÉêK=^ë=óçì=éä~å=íÜÉ=ÅìëíçãáòÉÇ=ÑáÉäÇë=Ñçê=óçìê=Åçãé~åóI=ÅçåëáÇÉê=Üçï=íÜÉ=
ÑáÉäÇë=ïáää=Çáëéä~ó=áå=íÜÉ=~ééäáÅ~íáçåK=

Customized fields display in the following order, either vertically (top to bottom) or 
horizontally (left to right):

• Cost Allocation (drop-down selection boxes)

• Custom Fields (text boxes)

• Custom Flags (check boxes)

Within each field type, individual fields will display in the order that you create them. 

Transaction Summary

Cost Allocation

Custom Field

Custom Flag
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Customized Fields
Customized Fields Implementation

Company Preferences
Access to each type of field is available from the Company Preferences screen. Click the 
button of the field type that you want to create. 

User Authorities
vçì=Å~å=Åçåíêçä=óçìê=ìëÉêÛë=~ÅÅÉëë=íç=ÅìëíçãáòÉÇ=ÑáÉäÇë=çå=íÜÉ=Ñáå~åÅá~ä=ëÅêÉÉåë=Äó=
ìëáåÖ=~ìíÜçêáíáÉëK=qÜÉêÉ=áë=~=“îáÉïÒ=~åÇ=“ìéÇ~íÉÒ=~ìíÜçêáíó=Ñçê=É~ÅÜ=Å~íÉÖçêó=çÑ=
Ñáå~åÅá~äJêÉä~íÉÇ=ÅìëíçãáòÉÇ=ÑáÉäÇëW=Åìëíçã=ÑáÉäÇëI=Åçëí=~ääçÅ~íáçå=ÑáÉäÇëI=~åÇ=Åìëíçã=
Ñä~ÖëK=qÜÉ=~ìíÜçêáíáÉë=Åçåíêçä=íÜÉ=îáÉïáåÖ=çê=ÉÇáíáåÖ=çÑ=~ää=ÑáÉäÇë=íÜ~í=Ü~îÉ=ÄÉÉå=ÅêÉ~íÉÇ=
áå=íÜÉ=ÑáÉäÇ=Å~íÉÖçêóK=cçê=Éñ~ãéäÉI=áÑ=óçì=ìëÉ=~ìíÜçêáíáÉë=íç=Éå~ÄäÉ=ìëÉêë=íç=îáÉï=Åìëíçã=
ÑáÉäÇë=Äìí=åçí=ÉÇáí=íÜÉãI=íÜÉå=^ii=Åìëíçã=ÑáÉäÇë=ïçìäÇ=ÄÉ=îáÉïJçåäóK=

fÑ=óçì=åÉÉÇ=íç=Çáë~ÄäÉ=íÜÉ=ÉÇáíáåÖ=çÑ=çåäó=çåÉ=ÑáÉäÇI=óçì=Å~å=ìëÉ=íÜÉ=Editable by 
Cardholder=éêçéÉêíó=Ñçê=Åìëíçã=ÑáÉäÇë=çê=Åçëí=~ääçÅ~íáçå=ÑáÉäÇëK=qÜáë=çéíáçå=éêÉîÉåíë=~=
Å~êÇÜçäÇÉê=ìëÉê=Ñêçã=ÉÇáíáåÖ=íÜÉ=ÑáÉäÇ=Äìí=ëíáää=Éå~ÄäÉë=íÜÉ=ìëÉê=íç=îáÉï=íÜÉ=ÑáÉäÇK=pÉÉ=
?bå~ÄäáåÖ=çê=aáë~ÄäáåÖ=cáÉäÇë=Ñçê=`~êÇÜçäÇÉê=bÇáíáåÖ?=Ñçê=ÇÉí~áäëK=

Customized Fields - Authorities for Financial screens

Field Authority Description

Cost Allocation View Data for Cost Allocation Codes Enables the user to view the Cost Allocation fields on 
the financial screens.

Update Data for Cost Allocation Codes Enables the user to edit the fields. Must be used with 
the View option. 

Custom Fields View Data for Custom Fields on Financial 
Transactions

Enables the user to view the Custom Field fields on 
the financial screens.

Update Data for Custom Fields on Financial 
Transactions

Enables the user to edit the fields. Must be used with 
the View option. 

Custom Flags View Data for Custom Flags on Financial 
Transactions

Enables the user to view the Custom Flag check mark 
on the financial screens.

Update Data for Custom Flags on Financial 
Transactions

Enables the user to edit the check box. Must be used 
with the View option. 
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Customized Fields
Field Properties
tÜÉå=óçì=ÅêÉ~íÉ=ÅìëíçãáòÉÇ=ÑáÉäÇëI=óçì=Å~å=ëÉäÉÅí=Ñêçã=ëÉîÉê~ä=ÑáÉäÇ=éêçéÉêíáÉë=íç=
ÇÉÑáåÉ=íÜÉ=äÉåÖíÜI=Ç~í~=íóéÉI=ÉÇáíáåÖI=~åÇ=êÉèìáêÉãÉåí=çÑ=~=ÑáÉäÇK=cçê=Éñ~ãéäÉI=óçì=ãáÖÜí=
ëÉí=ìé=ÑáÉäÇë=íç=~ÅÅÉéí=çåäó=åìãÉêáÅ=î~äìÉë=çê=íç=äáãáí=áåéìí=äÉåÖíÜK=vçì=Å~å=~äëç=ã~âÉ=
~=ÑáÉäÇ=êÉèìáêÉÇ=çå=íÜÉ=Ñáå~åÅá~ä=ëÅêÉÉåëK

vçì=Å~å=ÇÉÑáåÉ=íÜÉ=éêçéÉêíáÉë=çÑ=Åìëíçã=ÑáÉäÇëI=Åçëí=~ääçÅ~íáçå=ÑáÉäÇëI=~åÇ=~ÅÅçìåí=
ÉñíÉåÇÉÇ=áåÑçêã~íáçå=ÑáÉäÇëK=`ìëíçã=Ñä~Öë=êÉèìáêÉ=çåäó=~=ÑáÉäÇ=ä~ÄÉäK

IMPORTANT!   If you change the 
properties of a field, existing 
data is not affected; however, if 
a user modifies the field, the 
system will check the new data 
against the newest field 
properties. 

Label

Data Type

Required

Length

Properties

Property Description C
u

st
o

m
 F

la
g

s
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u

st
o

m
 F

ie
ld
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o
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 F

ie
ld

s

A
cc

o
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Ex
te
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ed
 

In
fo

rm
at

io
n

 F
ie

ld
s

Label The field name. The maximum label length is 40 alphanumeric characters for 
all customized fields.

Data Type The type of data, numeric, alpha-numeric, or date, that a user can enter in 
the field. When a user enters the wrong data type in a field, the system will 
return an error message.

If you have defined a date field, use the Date Style and Date Separator to 
set the date format. See "Creating Date Type Fields" for details. 

* Only alpha-numeric and numeric data types are available for account 
extended information fields. 

* 

Required Indicates the field as required on the financial screens. The user must enter a 
valid value in a required field in order to save changes to a transaction. See 
"Creating Required Fields" for details. 

 

Length If you have defined a numeric or alpha-numeric field, use the Length option 
to specify the length of the field (maximum 40 characters).

 

Date Style

Date Separator

If you have defined a date field, use the Date Style and Date Separator 
fields to define the date format. See "Creating Date Type Fields" for details.

  

Editable by Cardholder Enables cardholders to edit the field. See "Enabling or Disabling Fields for 
Cardholder Editing" for details.

  

Dependent on Specifies another field with which the current field is cross-validated. Values in 
the current field will be dependent on a selection from the field selected in 
the Dependent on field. See "Cross-Validation for Cost Allocation Fields" for 
details. 
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Custom Flags
Custom flags are check boxes that indicate “Yes” or “No”. 

Note: Custom flags cannot be 
used as a default account code.

Adding or Modifying a Custom Flag

1 The Fields section displays a list of fields. <Available> indicates that the label is 
currently not used. To add a new field, highlight Available. To modify a field, 
highlight the field name. 

Note that the fields are listed in the order that they will display on the financial 
screens. 

2 Properties defines the attributes of the field, which for custom flags, is the Label. 
Enter or modify the Label as required. (Maximum 40 alphanumeric characters)

3 Click Apply to save the field properties.

Transaction Summary screen - Account Codes section
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Customized Fields
Custom Fields
Custom fields are text input boxes. To ensure that data is entered correctly in a custom 
field, you can upload a list of validation values for each field, which will cross-check 
data in the field before it is saved.

Adding or Modifying a Custom Field

1 The Fields section displays a list of fields. <Available> indicates that the label is 
currently not used. To add a new field, highlight Available. To modify a field, 
highlight the field name. 

Note that the fields are listed in the order that they will display on the financial 
screens. 

2 Properties defines the attributes of the field. See "Field Properties" for details on 
setting the properties. 

3 Click Apply to save the field properties.

You have the option of uploading a validation list for the selected field. See "Uploading 
Validation Values" for details. 

Transaction Summary screen - Account Codes section
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Customized Fields
Uploading Validation Values
vçì=Å~å=ìéäç~Ç=~=î~äáÇ~íáçå=äáëí=íÜ~í=ïáää=î~äáÇ~íÉ=Ç~í~=ÉåíÉêÉÇ=áå=~=Åìëíçã=ÑáÉäÇK=qÜÉ=
ëóëíÉã=Ñä~Öë=áåî~äáÇ=Ç~í~I=ïÜáÅÜ=~ääçïë=ìëÉêë=íç=ÅçêêÉÅí=ÅçÇÉë=áããÉÇá~íÉäó=~åÇ=
Éäáãáå~íÉ=Éêêçêë=ÄçíÜ=çåäáåÉ=~åÇ=áå=ÉñéçêíÉÇ=Ç~í~K=rëáåÖ=î~äáÇ~íáçå=î~äìÉë=ïáíÜ=Åìëíçã=
ÑáÉäÇë=áë=çéíáçå~äK=

Up to 1,000 values can be loaded per custom field. The system will validate data 
entered on the following screens:

• Account Maintenance screen

• Setup Default Account Codes screen

• Upload Default Account Codes (validated on upload)

• Transaction Summary screen

• Transaction Detail screen

• Adjustment Detail

• Non-Card Transaction Detail

• Split Transaction screen
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Customized Fields
Create a validation file - In NotePad or a similar text editor, create an ASCII text file with 
a set of values that will be considered valid for the custom field. List the values in a 
single column with no tabs or delimiters. 

You cannot load a Unicode file. In some versions of Excel, saving a spreadsheet as a 
text file may create a Unicode text file. 

Validation values are case sensitive. For example, if you load an alphanumeric value of 
“ABC123”, the value will only be valid if “ABC” is uppercase. A value of abc123 would 
not be valid. 

Once the validation values have been loaded, values cannot be viewed from the 
application. 

IMPORTANT!   The values in the 
upload file must be consistent 
with the Properties defined for 
the field; otherwise, the data 
will not load. All existing 
validation values will be 
overwritten when you upload a 
new validation file.

If you are loading a validation list for a numeric custom field, you can load only 
numeric characters. Special characters, such as @, #, $, are not accepted for numeric 
fields. 

1 Select a field from the Fields list. Wait for the screen to refresh.

2 Click Browse to select the file from your local directory. In the Choose File dialog 
box, select a file from your PC’s directory. Click Open to select the file. 

3 Click Upload.

Values are loaded into the application through a batch process that runs at regular 
intervals throughout the day. Depending on when the file is loaded, it may take several 
hours before the validation values take effect. 

If the upload file contains invalid values, an error file will be written to your Inbox. The file 
will reference the invalid value and indicate the corrective action. 
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Customized Fields
Cost Allocation Fields
Cost allocation fields are drop-down selection boxes that contain your choice of drop-
down values. You can add up to 1,000 values per field. 

IMPORTANT!   Using the 
maximum number of drop-
down values in more than two 
cost allocation fields will impact 
the response time on the 
screens. For best performance 
results, we recommend that no 
more than two cost allocation 
fields contain 1,000 drop-down 
values and any additional cost 
allocation fields be limited to 
250 values. 

`êÉ~íáåÖ=~=Åçëí=~ääçÅ~íáçå=ÑáÉäÇ=áë=~=íïçJé~êí=éêçÅÉëëK=cáêëíI=ÅêÉ~íÉ=íÜÉ=ÑáÉäÇ=~åÇ=íÜÉå=~ÇÇ=
íÜÉ=ÇêçéJÇçïå=î~äìÉëK

Adding or Modifying a Cost Allocation Field

1 The Fields section displays a list of fields. <Available> indicates that the label is 
currently not used. To add a new field, highlight Available. To modify a field, 
highlight the field name. 

Note that the fields are listed in the order that they will display on the financial 
screens. 

2 Properties defines the attributes of the field. See "Field Properties" for details on 
setting the properties. 

3 Click Apply to save the field properties.

Now, add the drop-down values to the field. See "Adding Drop-down Values to a 
Cost Allocation Field" for details. 

Transaction Summary screen - Account Codes section
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Customized Fields
Adding Drop-down Values to a Cost Allocation Field
When you need to add values to a cost allocation field, you can add the values one at a 
time without affecting the existing drop-down values in the current list. 

1 Under Fields, highlight the field to which you want to add values. Wait for the 
screen to refresh.

2 In Add a value to the current list, enter the value in the text box. Make sure that 
the values you enter are consistent with the properties that have been specified for 
the field. 

3 Click Add to add the value to the list. Wait for the screen to refresh to see the value. 
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Customized Fields
Uploading Drop-down Values to a Cost Allocation Field
tÜÉå=óçì=åÉÉÇ=íç=~ÇÇ=ëÉîÉê~ä=î~äìÉë=íç=~=Åçëí=~ääçÅ~íáçå=ÑáÉäÇI=ìëÉ=íÜÉ=ìéäç~Ç=çéíáçå=íç=
äç~Ç=~ää=íÜÉ=î~äìÉë=~í=çåÅÉK=fÑ=óçì=åÉÉÇ=íç=~ÇÇ=çåäó=~=ÑÉï=î~äìÉë=íç=íÜÉ=ÅìêêÉåí=äáëíI=ìëÉ=
íÜÉ=“^ÇÇÒ=çéíáçåK=pÉÉ=?^ÇÇáåÖ=aêçéJÇçïå=s~äìÉë=íç=~=`çëí=^ääçÅ~íáçå=cáÉäÇ?=Ñçê=ÇÉí~áäëK=

kçíÉ=íÜ~í=ÉñáëíáåÖ=Åçëí=~ääçÅ~íáçå=î~äìÉë=~êÉ=çîÉêïêáííÉå=ÉîÉêó=íáãÉ=óçì=ìéäç~Ç=~=åÉï=
äáëíK=pÉÉ="Saving Transactions with Invalid Account Codes"=Ñçê=ÇÉí~áäë=çå=Üçï=êÉéä~ÅáåÖ=
~=ÇêçéJÇçïå=äáëí=ïáää=~ÑÑÉÅí=íê~åë~Åíáçå=Ç~í~K=

You can load a maximum of 1,000 values per cost allocation field. If you attempt to 
upload a file with more than 1,000 values, you will get the message, “Error opening or 
logging into the data base,” and the system will load only the first 1,000 values.

Create an upload file - få=kçíÉm~Ç=çê=~=ëáãáä~ê=íÉñí=ÉÇáíçêI=ÅêÉ~íÉ=~å=^p`ff=íÉñí=ÑáäÉ=ïáíÜ=~=
ëÉí=çÑ=ÇêçéJÇçïå=î~äìÉëK=cçêã~í=î~äìÉë=áå=~=ëáåÖäÉ=Åçäìãå=ïáíÜ=åç=í~Äë=çê=ÇÉäáãáíÉêëK=

IMPORTANT!   The values in the 
upload file must be consistent 
with the Properties that have 
been specified for the field. All 
existing drop-down values will be 
overwritten when you upload a 
new file.

tÜÉå=óçì=äç~Ç=~=ÑáäÉI=çåäó=î~äìÉë=íÜ~í=~êÉ=ÅçåëáëíÉåí=ïáíÜ=íÜÉ=ÑáÉäÇ=éêçéÉêíáÉë=ïáää=ÄÉ=
äç~ÇÉÇK=vçì=ïáää=êÉÅÉáîÉ=~å=Éêêçê=ãÉëë~ÖÉ=Ñçê=É~ÅÜ=áåî~äáÇ=î~äìÉK=`çêêÉÅí=íÜÉ=ìéäç~Ç=ÑáäÉ=
~åÇ=íÜÉå=äç~Ç=íÜÉ=ÑáäÉ=~Ö~áåK

qÜÉ=ã~ñáãìã=äÉåÖíÜ=Ñçê=~åó=î~äìÉ=áë=QMK=fÑ=çåÉ=î~äìÉ=áå=óçìê=ÑáäÉ=ÉñÅÉÉÇë=QM=ÅÜ~ê~ÅíÉêëI=
íÜÉå=íÜÉ=ÑáäÉ=ïáää=åçí=äç~ÇK=qÜÉ=ãÉëë~ÖÉ=“låÉ=çê=ãçêÉ=ÑáÉäÇë=Åçåí~áå=íçç=ã~åó=
ÅÜ~ê~ÅíÉêëÒ=ïáää=Çáëéä~óK 

1 Select a field from the Fields list. Wait for the screen to refresh.

2 Click Browse to select the file from your local directory. In the Choose File dialog 
box, select a file from your PC’s directory. Click Open to select the file. 

3 Click Upload.
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Account Extended Information Fields
Account extended information fields are text boxes that display on the Account 
Maintenance screen. You can use these fields to enter additional information in the 
online Account Record, such as a manager’s name or department name. The data in 
these fields is for your information only. The data will not be applied to financial data, 
but it will be available for export: ACC.Extended Information 1-6.

Adding or Modifying an Account Extended Information Field

1 The Fields section displays a list of fields. <Available> indicates that the label is 
currently not used. To add a new field, highlight Available. To modify a field, 
highlight the field name. 

Note that the fields are listed in the order that they will display on the Account 
Maintenance screen. 

2 Properties defines the attributes of the field: the label (field name) data type, and 
length. See "Field Properties" for details on setting the properties. 

3 Click Apply to save the field properties.

Account Maintenance screen
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Customized Fields
Deleting a Customized Field
You can delete a customized field only if there is no data assigned to a transaction. The 
procedure for deleting a field is the same for all field types. 

1 Under Fields, highlight the field that you want to delete. 

2 Click Delete. 
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Customized Fields
Saving Transactions with Invalid Account Codes
When account codes for a cost allocation field change, you can easily upload a new list 
of drop-down values, which are immediately available to users. If a value from the old 
drop-down list is currently assigned to a transaction, it is retained until the user selects 
a value from the new drop-down list. To ensure that users are always using the most 
up-to-date account codes, the system will warn users when an assigned account code is 
no longer valid. 

Note: The system will check for 
an invalid value in a cost 
allocation field only if the user 
modifies another account code 
of the transaction. 

When a user modifies a transaction that has an invalid cost allocation value, the system 
will display the error message:

“One or more of the Account Codes on this page had invalid values. All invalid values 
have been removed from the display. Please ensure that these fields have valid values 
before you apply.”

An error message will be placed next to the affected field and the invalid value will be 
removed from the list. If the field is not required, the user will not be required to select 
a value from the list; therefore, a “blank” value can be saved to the transaction.
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Customized Fields
Creating Required Fields
You can define custom fields and cost allocation fields as required fields on the 
financial screens. Required fields can be very useful in capturing essential transaction 
data for exports or reports. For example, if you export cost allocation data to use in a 
general ledger system, you can mark fields as required to ensure that export data is 
entered.

Note: Keep in mind the 
number of required fields you 
are using. On the Split 
Transaction screen, in particular, 
the required field will display 
for each split line. 

A required field will not be flagged as required if

• Only the Supervisor-Reviewed status is applied to or removed from a 
transaction. This allows managers and administrators to lock down 
transactions without having to enter required information. 

• The Cardholder-Reviewed status is removed from a transaction. This allows 
managers and administrators to unlock a transaction so that the cardholder 
can update account code information. 

Validation of Required Fields
Required fields will be validated on the following screens:

• Transaction Summary

• Transaction Detail

• Split Transaction

• Non-Card Transaction

• Adjustment Detail

The Required option is designed to 
prompt the user to fill in required 
information when a transaction is edited. 
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Customized Fields
To create a required field
Access the Custom Fields screen or Cost Allocation Fields screen (Company > Company 
Preferences).

1 Highlight the field that you want to edit.

2 Check the Required check box. 

If you do not enable Editable by Cardholder, make sure that a manager loads 
values for the field, either manually or using default account codes. If a value is not 
loaded and the field is required, the cardholder will not be able to edit the 
transaction. See "Locking a Field that is Required" for details. 

3 Click Apply to save. The change takes effect immediately; no further processing is 
required. 
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Customized Fields
Creating Date Type Fields
The Data Type option for cost allocation and custom fields contains a “Date” option that 
configures a field for a specific date format and allows only valid dates to be entered. 
Date type fields can ensure consistent date entries when specific date formats are 
required for export into an external application. 

Users will be required to enter a valid date in the correct date format, as specified by 
the Properties set for a field. If an incorrect date or format is entered, an error will 
display prompting the user to correct the entry. In the above example, the user did not 
use the dash (-) separator as required, so the error displayed. 

Validation of Date Type Fields
Date type fields are validated on the following screens:

• Transaction Summary 

• Transaction Detail

• Split Transaction

• Non-Card Transaction

• Adjustment Detail

• Account Maintenance

• Setup Default Account Codes

• Upload Default Account Codes (the file is validated on upload)

Tips for Using Date Fields
Use a validation list or drop-down list to ensure valid date entries. If users are required to 
select a specific date, use a cost allocation field containing a drop-down list of valid 
dates. Or, use a custom field input box along with a validation list to validate user input 
against a list of valid dates. Note that with either method, the validation or drop-down 
list may need to be updated periodically as new dates become available. See 
"Uploading Validation Values" or "Adding Drop-down Values to a Cost Allocation Field" 
for details. 

Add the date format to the field label. Add the required date style, including the date 
separator, to the field label so that users will know how to enter a valid date format. 

 
Include the date format in the field label to help users 
to enter dates in the correct format.

If you change the date format, don’t forget to also 
update the label with the new format. 
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Customized Fields
To create a date type field
Access the Custom Fields screen or Cost Allocation Fields screen (Company > Company 
Preferences).

If you change an alpha-numeric or numeric field to a date field, any existing data will 
be retained until the field is edited. Then, the system will validate the field as a date 
type field. 

1 Highlight the field that you want to edit.

2 From the Data Type field, select “Date”.

3 Select a Date Style and a Date Separator to specify the valid date format.

4 Click Apply to save. The change will take effect immediately; no further processing 
is required. 
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Customized Fields
Enabling or Disabling Fields for Cardholder Editing
qÜÉ=Editable by Cardholder=çéíáçå=Ñçê=Åçëí=~ääçÅ~íáçå=~åÇ=Åìëíçã=ÑáÉäÇë=Éå~ÄäÉë=
Åçãé~åó=~Çãáåáëíê~íçêë=íç=äçÅâ=Åìëíçã=~ÅÅçìåí=ÅçÇÉ=ÑáÉäÇë=ëç=íÜ~í=Å~êÇÜçäÇÉêë=
E~ÅÅçìåí=ìëÉêëF=Å~ååçí=ÉÇáí=íÜÉ=ÇÉÑ~ìäí=î~äìÉëK=vçì=ãáÖÜí=ìëÉ=íÜÉ=bÇáí~ÄäÉ=Äó=
`~êÇÜçäÇÉê=çéíáçå=íç=éêÉîÉåí=Å~êÇÜçäÇÉêë=Ñêçã=ÅÜ~åÖáåÖ=éêÉëÉí=ÇÉÑ~ìäí=~ÅÅçìåí=ÅçÇÉëI=
çê=äçÅâ=Ççïå=~=ëÉêáÉë=çÑ=ÅêçëëJî~äáÇ~íÉÇ=ÑáÉäÇë=~åÇ=Éå~ÄäÉ=çåäó=íÜçëÉ=~ÅÅçìåí=ÅçÇÉë=íÜ~í=
Å~êÇÜçäÇÉêë=ãìëí=ÉÇáíK=pÉÉ=?`êçëëJs~äáÇ~íáçå=Ñçê=`çëí=^ääçÅ~íáçå=cáÉäÇë?=Ñçê=ÇÉí~áäëK=

Note: Default values for 
account codes can be set on 
the Account Maintenance 
screen, through the Setup 
Default Account Codes option, 
or through an upload process. 
See "Default Account Codes" 
in the Company Guide for 
details. 

tÜÉå=~=ÑáÉäÇ=áë=ëÉí=íç=Çáë~ÄäÉ=ÉÇáíáåÖI=íÜÉ=ÑáÉäÇ=ïáää=Çáëéä~ó=çå=íÜÉ=^ÅÅçìåí=j~áåíÉå~åÅÉ=
ëÅêÉÉå=~åÇ=Ñáå~åÅá~ä=ëÅêÉÉåë=áå=êÉ~ÇJçåäó=Ñçêã~íÔÅ~êÇÜçäÇÉêë=Å~å=êÉîáÉï=íÜÉ=~ÅÅçìåí=
ÅçÇÉë=Äìí=åçí=ÉÇáí=íÜÉãK=eáÖÜÉêJäÉîÉä=ìëÉêëI=ëìÅÜ=~ë=ëìéÉêîáëçêëI=áåíÉêãÉÇá~íÉëI=~åÇ=
Åçãé~åó=~Çãáåáëíê~íçêëI=ïáää=ëíáää=Ü~îÉ=Ñìää=~ÅÅÉëë=íç=ÅÜ~åÖÉ=~åó=ÑáÉäÇ=íÜ~í=áë=äçÅâÉÇ=íç=~=
Å~êÇÜçäÇÉêK

Account Maintenance 
Cardholder View

Transaction Summary - Account Codes
Cardholder View

This field is not editable by 
the cardholder user. 

This field is not editable by 
the cardholder user. 
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To enable or disable a field for editing
Access the Custom Fields screen or Cost Allocation Fields screen (Company > Company 
Preferences).

1 Highlight the field that you want to edit. 

2 Check the Editable by Cardholder check box. To disable editing, clear the check 
box. 

3 Click Apply to save. The change will take effect immediately; no further processing 
is required. 

Locking Fields that Contain Default Account Codes 
The most typical use for the Editable by Cardholder option is locking account codes so 
that cardholders cannot edit default values. Suppose you want the same Location and 
Business Unit codes to be applied to every transaction charged to an account. You want 
the cardholder user to see the codes for reference, but you do not want the cardholder 
user to change the value. In this case, you would load default values for Location and 
Business Unit and then you would set up the Location and Business Unit fields to 
prevent the cardholder from editing the fields. The cardholder can still see the codes 
but cannot edit the values. In the following example, Location and Business Unit 
contain default values and are locked to the cardholder. Cost Center is still editable. 

The Location and Business Unit fields are not required fields or dependent on other 
fields; therefore, a cardholder can still edit the transaction even if these fields are not 
populated with values. 
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Locking a Field in a Dependency Chain
Use the Editable by Cardholder option when you want to lock down preset fields in a 
dependency chain. For example, suppose you have created three account codes that 
are dependent on each other: Business Unit, Cost Center, and Project ID. A selection 
from the Business Unit field and then the Cost Center field will determine the valid 
values in Project ID. You might use this configuration when you want to narrow the list 
of available codes based on a cardholder’s particular cost center, account GL, etc. 

In the above example, the Business Unit and Cost Center fields should be applied to 
every transaction but should not be changed by the cardholder. The Editable by 
Cardholder option for these two fields has been disabled (unchecked). Since each 
transaction could have a different project number, you do want the cardholder to be 
able to edit the Project ID field, so this field remains editable. 

Suppose you forget to populate the locked fields. The field that the cardholder CAN 
edit now contains no drop-down options because default values have not been loaded 
in the dependent fields: Business Unit and Cost Center. The cardholder can still edit 
other account codes for the transaction and review the transaction without making a 
selection from the Project ID field.

Now, suppose the Project ID is a required field. The cardholder cannot edit the field or 
edit the transaction. The cardholder cannot do anything to this transaction until the 
Business Unit and Cost Center fields are populated with valid values. 
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Locking a Field that is Required 
You can mark a field required but not allow a cardholder to edit the field. You might 
use this configuration if the field will be filled in by a manager or supervisor, or if you 
load default account codes for the field. 

In order for this field configuration to work, you must make sure that valid values are 
loaded for the locked fields. Otherwise, the cardholder will not be able edit or review 
the transaction. The cardholder will get an error message as follows:
 

The Apply button does not display, preventing the cardholder from 
editing any account codes or this transaction. 
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Cross-Validation for Cost Allocation Fields
Cross-validation enables you to create fields that are linked in a dependency chain so 
that a selection in one field prompts the values in another field. Instead of providing the 
user with hundreds of codes to choose from, cross-validation fields display only the 
appropriate values based on the user’s selection in other fields. 

For companies that cost allocate expenses for export to GL accounts, cross-validated 
cost allocation fields can help ensure that GL information is properly coordinated with 
other values, such as departments, cost centers, or projects. 

How Cross-Validation Works
The following dependency chain has been set up so that the user is presented with a 
limited list of cost centers based on the user’s location and business unit. 

Setting Up Cost Allocation Fields For Cross-validation
Setting up cross-validation fields takes some planning and organization, but the payoff 
is a more efficient cost allocation system for all users in the company. 

• Cross-validation is available only for cost allocation drop-down fields.

• A maximum of six fields can be set up for cross-validation in one dependency 
chain.

Location is the first field in the 
dependency chain. The next 
field in the chain will be 
populated based on the 
selection in Location.

When the user selects the 
Midwest location, the Business 
Unit field is populated with the 
business units in the Midwest. 

When the user selects the 
manufacturing business unit, the 
Cost Center field becomes active 
and displays only the cost centers 
that are applicable to the selected 
business unit. There are actually 
30 cost center values set up for 
this company, but only three cost 
centers are applicable for the 
manufacturing business unit of 
the Midwest.
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To create a cross-validated field
When creating a dependency chain, first create all the fields that will be in the 
dependency chain, but without the dependency. Add the drop-down values to the first 
field in the dependency chain. Then start with the second field, and add the dependent 
values. 

For example, if the fields Business Unit and Cost Center are in a dependency chain, a 
selection from the Business Unit field will load cross-validated values in the Cost Center 
field. First, you will create the Business Unit field and add the drop-down values to the 
field. Then, you will create the Cost Center field and make it dependent on the Business 
Unit field. For each drop-down value in the Business Unit field, you will load 
corresponding values to the Cost Center field. 

1 From the Company Preferences screen, click the Cost Allocation Fields button to 
access the Cost Allocation Fields screen.

2 Highlight the field that you want to cross-validate.

3 In Dependent on, select the field that the highlighted field will be cross-validated 
with. 
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4 Click Apply. The screen will refresh and display the Dependencies section. The 
field that you selected in Dependent on displays as a drop-down field. 

5 Select a value from the dependent field. The screen will refresh and display a new 
section where you can add values. 

6 Enter a drop-down value in the text box and then click Add. The field will be 
added to the drop-down list. 

You can also upload a list of values. See "Adding Drop-down Values to a Cost 
Allocation Field" for details. 

In this example, the Cost Center 1234 
will be cross-validated with Business Unit 
value “Administration”. 
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7 Go to the Dependencies section again.

8 Select another drop-down value from the cross-validated field. The screen will 
refresh and display a new section where you can add values. 

9 Enter a drop-down value in the text box and then click Add. The field will be 
added to the drop-down list. 

10 Repeat steps 7-9, as required until you have added values to all of the cross-
validated fields. 

In this example, the Cost Center 2235 
will be cross-validated with Business Unit 
value “Marketing”. 
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Default Account Codes

aÉÑ~ìäí=~ÅÅçìåí=ÅçÇÉë=~ääçï=óçì=íç=~ìíçã~íáÅ~ääó=~ééäó=ëí~åÇ~êÇ=ÅçÇÉë=çê=áåÑçêã~íáçå=
íç=íê~åë~Åíáçåë=~ëëçÅá~íÉÇ=ïáíÜ=~=ëéÉÅáÑáÅ=~ÅÅçìåíK=cçê=Éñ~ãéäÉI=áÑ=óçì=Ü~îÉ=íç=~ééäó=~=
ÅÉêí~áå=Åçëí=ÅÉåíÉê=ÅçÇÉ=íç=~ää=íê~åë~Åíáçåë=ÅÜ~êÖÉÇ=íç=gçÉ=pãáíÜÛë=~ÅÅçìåíI=óçì=Å~å=ÉåíÉê=
íÜÉ=Åçëí=ÅÉåíÉê=~ë=~=ÇÉÑ~ìäí=î~äìÉK=qÜÉåI=~í=íê~åë~Åíáçå=äç~Ç=íáãÉI=íÜÉ=ÇÉÑ~ìäí=î~äìÉ=áë=
~ìíçã~íáÅ~ääó=~ééäáÉÇ=íç=íÜÉ=íê~åë~Åíáçåë=~ëëçÅá~íÉÇ=ïáíÜ=gçÉÛë=~ÅÅçìåíK=

Default account codes include the following:

• Cost allocation fields

• Custom fields

• Account GL Code

Account Maintenance

Account Extended Information 
fields are used to capture additional 
information about the account; 
these fields are not default account 
codes. Any data entered in these 
fields will display only on the 
Account Maintenance screen. 

Where to Enter Default Codes

Account Code
Maximum Field 
Length Assign Default Account Codes on this screen

Cost allocation field User-defined Setup Default Account Codes (for multiple accounts)

Account Maintenance (for individual accounts)

Custom field User-defined Setup Default Account Codes (for multiple accounts)

Account Maintenance (for individual accounts)

(Cardholder) Account 
GL Code

40 Setup Default Account Codes (for multiple accounts)

Account Maintenance (for individual accounts)
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qÜÉêÉ=~êÉ=íÜêÉÉ=ï~óë=íç=~ëëáÖå=ÇÉÑ~ìäí=~ÅÅçìåí=ÅçÇÉëW

• Account Maintenance - Assign default values to individual accounts. See 
"Setting Default Account Codes on Account Maintenance" for details.

• Setup Default Account Codes - Use a spreadsheet type screen to assign default 
account codes to multiple accounts on one page. See "Setup Default Account 
Codes" for details.

• Default Account Codes file - Download a Microsoft Excel file containing all 
accounts in the company. Enter the default account codes off line and upload 
the file back into the application. See "Setting up Default Account Codes Off 
Line" for details.

 
Default Account Codes - Setup Comparison

Account Maintenance screen
Setup Default Account 
Codes Screen Default Account Codes File

Data entry Online - in the application Online - in the application Off line - Microsoft Excel File 

Editable fields Cost allocation fields 

Custom fields 

(Cardholder) Account GL Code

Cost allocation fields 

Custom fields 

(Cardholder) Account GL Code

Cost allocation fields 

Custom fields 

(Cardholder) Account GL Code

You can also enter information in 
the Account Extended 
Information fields in the Excel file.

User access Account user and above Supervisor/intermediate user 
and above 

Company administrator user and 
above

Processing Immediate Immediate Overnight (US CST)
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Setting Default Account Codes on Account Maintenance
rëÉ=íÜáë=éêçÅÉÇìêÉ=íç=ÉåíÉê=ÇÉÑ~ìäí=~ÅÅçìåí=ÅçÇÉë=Ñçê=çåÉ=~ÅÅçìåíK=

To add default account codes
From the Hierarchy tab, select Hierarchy Tree. Select an account from the hierarchy.

1 Enter the default codes on the Account Maintenance screen.

When Always Use Account GL Code is checked, the Default Account GL Code is the 
Final GL Code, which is the overriding GL code for a transaction. 

2 Click Apply. The account codes will be automatically applied to new transactions as 
they are loaded into the application. 

Setup Default Account Codes
qÜÉ=pÉíìé=aÉÑ~ìäí=^ÅÅçìåí=`çÇÉë=çéíáçå=~ääçïë=óçì=íç=ÉåíÉê=ÇÉÑ~ìäí=~ÅÅçìåí=ÅçÇÉë=Ñçê=
ëÉîÉê~ä=~ÅÅçìåíë=~í=çåÉ=íáãÉK=

To set up default account codes for multiple accounts
cêçã=íÜÉ=Hierarchy=í~ÄI=ëÉäÉÅí Setup Default Account CodesK=qÜÉ=ÜáÉê~êÅÜó=Çáëéä~óëK==

pÉäÉÅí=~=ÜáÉê~êÅÜó=ÉåíáíóK=^ää=~ÅÅçìåíë=ìåÇÉê=íÜÉ=ëÉäÉÅíÉÇ=Éåíáíó=Çáëéä~ó=çå=íÜÉ=pÉíìé=
aÉÑ~ìäí=^ÅÅçìåí=`çÇÉë=ëÅêÉÉåK=

1 Next to the account that you want to edit, click the Edit button to enable the fields. 
Wait for the screen to refresh.

2 Enter or select values in the fields. 
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When Always Use Account GL Code is checked, the Default Account GL Code is the 
Final GL Code, which is the overriding GL code for a transaction. 

3 When you are finished editing a line, click Done or move to the next line and click 
Edit. 

IMPORTANT!   Clicking Done will 
not save your changes. You 
must click Apply to save the 
changes on the current page. 

4 Click Apply to save. The system will update the individual Account Maintenance 
screens with the new information. The default account codes will be applied to 
new transactions the next time they are loaded or when transactions are cost 
allocated.

Setting up Default Account Codes Off Line
The Default Account Codes file is a Microsoft Excel file that you can download from the 
application, update default account codes for any account at the company level, and 
upload back into the application. It is similar to the Setup Default Account Codes 
screen, but provides an off line method of entering codes. 

1 Generate the file by scheduling the Default Account Codes file. The file is 
generated overnight and placed in your Inbox where you can download it to your 
local directory. 

2 Open the Excel file and enter or modify the default account codes. Save the file, 
retaining the Excel format. 

3 Upload the file back into the application. The system processes the file and places 
a confirmation file in your Inbox. Rejected records are placed in the confirmation 
file along with an error code. 

4 Once the upload file has been processed successfully, the Account Maintenance 
screen for each account will be updated with the new information. 

Scheduling the Default Account Codes File

1 From the Hierarchy tab, select Schedule Default Account Codes. 

2 The Schedule Summary screen displays with your processing job added to the list. 
See "Schedule Summary" for details.

3 The file is generated overnight (US Central Standard Time) and placed in your 
Inbox. 
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Editing the Default Account Codes File
qÜÉ=aÉÑ~ìäí=^ÅÅçìåí=`çÇÉë=ÑáäÉ=áë=~=jáÅêçëçÑí=bñÅÉäJÑçêã~ííÉÇ=ÑáäÉ=íÜ~í=~ääçïë=óçì=íç=
ÉåíÉê=ÇÉÑ~ìäí=ÅçÇÉë=Ñçê=~ää=~ÅÅçìåíë=ïáíÜáå=~=Åçãé~åóK=dÉåÉê~íÉ=íÜÉ=ÑáäÉ=Äó=
Ççïåäç~ÇáåÖ=áí=Ñêçã=íÜÉ=~ééäáÅ~íáçå=íÜêçìÖÜ=~=ëÅÜÉÇìäÉÇ=éêçÅÉëëK=léÉå=íÜÉ=ÑáäÉ=~åÇ=
ÉåíÉê=íÜÉ=~ééäáÅ~ÄäÉ=ÅçÇÉëK=tÜÉå=óçì=ìéäç~Ç=íÜÉ=ÑáäÉ=íç=íÜÉ=~ééäáÅ~íáçå=íÜÉ=^ÅÅçìåí=
j~áåíÉå~åÅÉ=ëÅêÉÉåë=~êÉ=ìéÇ~íÉÇ=ïáíÜ=íÜÉ=ÇÉÑ~ìäí=~ÅÅçìåí=ÅçÇÉëK=

Cost Allocation, custom field, and account extended information fields are created in 
the application via the Company Preferences screen. Each of these fields has a unique 
label, data type, and length (Properties). When you add values to the Default Account 
Codes file, make sure that the data is consistent with the properties defined for each 
field. In addition, you cannot change the field name in the file. For more information on 
the properties of customized fields, see "Customized Fields". 

qÜÉ=í~ÄäÉ=ÄÉäçï=éêçîáÇÉë=íÜÉ=ÑáäÉ=ä~óçìíK=s~äìÉë=áå=ÑáÉäÇë=NJNMI=NOJNSI=ROJRP=~êÉ=åçí=
ÉÇáí~ÄäÉK=

Default Account Codes File Layout

Field # Field Name Field Description Data Type
Maximum Field 

Length

1 Record Identifier Identifies the record type Character 4

2 IssuerICA ICA number of the issuer. Number 11

3 Issuer Number Identifies the issuer along with the ICA number (blank - 
filled right justified).

Character 11

4 Corporation Number Identifies the corporation to the issuer (blank-filled right 
justified). (Company Number)

Character 19

5 AddendumType Code to identify the type (leave blank) Character 3

6 Providing Effective Date Original Date and Time Stamp 
YYYYMMDDHH24:MI:SS. Left blank by record creator, 
generated by Provider.

Character 17

7 Reserved Field This field is reserved for internal use and should be kept 
blank.

Character 6

8 Entity Type Code Code to identify the type of entity: 'A'=Account; 
'O'=Org Point; 'S'=Supervisor; 'C'=Corporation.

Character 1

9 Account Number The masked account number for this entity. Character 20

10 Entity ID System Generated ID for this Entity Character 20

11 Email Address Not used Character 60

12 Language ID Default Language ID for this entity. For example, 
ENU=U.S.English

Character 10

13 Entity Name The Name 1 value for this entity Character 35

14 Entity Alias Name The Name 2 value for this entity Character 35

15 Line 1 Address The Line 1 Address value for this entity Character 35

16 Line 2 Address The Line 2 Address value for this entity Character 35

17 Account GL Code Default Account General Ledger (GL) Code Character 40
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18 Cost Allocation 1 Default Cost Allocation Value

Cost allocation fields are drop-down selection boxes 
with values that are pre-defined in Company 
Preferences. 

Enter a default value that has already been defined for 
the field (i.e. the value displays in the field's drop-down 
list); otherwise the record will be rejected.

If no values have been uploaded for a field (i.e. the 
drop-down list contains no values), you can enter any 
value as long as it is consistent with the Data Properties 
defined for the field.

User-defined User-defined

19 Cost Allocation 2

20 Cost Allocation 3

21 Cost Allocation 4

22 Cost Allocation 5

23 Cost Allocation 6

24 Cost Allocation 7

25 Cost Allocation 8

26 Cost Allocation 9

27 Cost Allocation 10

28 Cost Allocation 11

29 Cost Allocation 12

30 Custom Field 1 Default Custom Field Value 

Custom fields are text boxes. The values in these fields 
are not pre-defined, therefore you can enter any value 
as long as it is consistent with the Data Properties 
defined for the field. 

If a validation list has been loaded for a field, you must 
enter a value that is contained in the validation list. See 
"Uploading Validation Values" for details regarding 
validation lists. 

User-defined User-defined

31 Custom Field 2

32 Custom Field 3

33 Custom Field 4

34 Custom Field 5

35 Custom Field 6

36 Custom Field 7

37 Custom Field 8

38 Custom Field 9

39 Custom Field 10

40 Custom Field 11

41 Custom Field 12

42 Custom Field 13

43 Custom Field 14

44 Custom Field 15

45 Custom Field 16

46 Account Extended Info 1 Default Account Extended Info Value

Account Extended Information fields are text boxes. 
The values in these fields are not pre-defined, therefore 
you can enter any value as long as it is consistent with 
the Data Properties defined for the field.

User-defined User-defined

47 Account Extended Info 2

48 Account Extended Info 3

49 Account Extended Info 4

50 Account Extended Info 5

51 Account Extended Info 6

52 Input File Record Number Record number of this record in the CDF file Numeric 6

53 Validation Error Code This field contains the outbound error code and is 
formatted by the Global Data Repository if the record is 
rejected back to the input source.

Alphanumeric 6

Default Account Codes File Layout

Field # Field Name Field Description Data Type
Maximum Field 

Length
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Uploading the Default Account Codes File
^ÑíÉê=óçì=Ü~îÉ=~ÇÇÉÇ=~ÅÅçìåí=ÅçÇÉë=íç=íÜÉ=aÉÑ~ìäí=^ÅÅçìåí=`çÇÉë=ÑáäÉI=ìéäç~Ç=íÜÉ=ÑáäÉ=
Ä~Åâ=áåíç=íÜÉ=~ééäáÅ~íáçå=íç=~ééäó=íÜÉ=ÅÜ~åÖÉë=íç=íÜÉ=^ÅÅçìåí=j~áåíÉå~åÅÉ=ëÅêÉÉåëK

qÜÉ=ã~ñáãìã=ÑáäÉ=ëáòÉ=áë=Q=j_K=pÉÉ=?bÇáíáåÖ=íÜÉ=aÉÑ~ìäí=^ÅÅçìåí=`çÇÉë=cáäÉ?=Ñçê=ÑáäÉ=
ëéÉÅáÑáÅ~íáçåëK

IMPORTANT!   You cannot create 
your own upload file; you must 
use the Default Account Codes 
file generated from the 
application. The file is in 
Microsoft Excel format and 
must remain in this format in 
order to upload it back into the 
application. 

To upload the default account codes file
From the Hierarchy tab, select Upload Default Account Codes.

1 Click Browse to select the file from your local directory. In the Choose File dialog 
box, select a file from your PC’s directory. Click Open. The file you selected displays in 
the adjacent text box. 

2 Click Upload.
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Using the Default Account Codes Confirmation File
tÜÉå=óçì=ìéäç~Ç=íÜÉ=aÉÑ~ìäí=^ÅÅçìåí=`çÇÉë=ÑáäÉI=íÜÉ=ëóëíÉã=ÖÉåÉê~íÉë=~=ÅçåÑáêã~íáçå=
ÑáäÉ=~åÇ=éä~ÅÉë=áí=áå=óçìê=fåÄçñK=qÜÉ=bñÅÉäJÑçêã~ííÉÇ=ÅçåÑáêã~íáçå=ÑáäÉ=Åçåí~áåë=~å=
áåÇáÅ~íáçå=çÑ=ëìÅÅÉëëÑìä=éêçÅÉëëáåÖ=~ë=ïÉää=~ë=~åó=êÉàÉÅíÉÇ=êÉÅçêÇëK=^å=Éêêçê=ÅçÇÉ=
áåÇáÅ~íÉë=ïÜó=íÜÉ=êÉÅçêÇë=ïÉêÉ=êÉàÉÅíÉÇK=

vçì=Å~å=ÅçêêÉÅí=íÜÉ=êÉàÉÅíÉÇ=êÉÅçêÇë=ÇáêÉÅíäó=áå=íÜÉ=ÅçåÑáêã~íáçå=ÑáäÉ=~åÇ=ìéäç~Ç=áí=Ñçê=
éêçÅÉëëáåÖK=

Confirmation file

A The first and last lines "0000" are header and trailer records.

B “7000" contains rejected records. 

C “1100" contains the number of processed records. 

D When records are rejected, field 53 is populated with an error code, which indicates 
why the record was rejected. 

In this example, 3 records were processed; 1 successfully 
and 2 were rejected.

Default Account Codes Confirmation File - Error Codes

Error Code Description Possible Cause

2001 Required Field Missing The User ID or Entity ID is missing. 

2021 Invalid Issuer Information Invalid Issuer ICA or Issuer Number

2024 Invalid Account Information Invalid User ID, Entity Name, Entity Alias Name, 
Line 1 Address, Line 2 Address, or Entity ID

2037 Invalid Company Information Invalid Company Number

2050 Invalid Record Type The RecordIdentifier field should contain the value 
"7000".

2118 Invalid Account Code Label The field name for a cost allocation, custom field, 
or account extended information field has not 
been defined in the application. When updating 
the default account codes, enter only the default 
value; do not change the field name. 

The labels for a customized fields are defined in 
Company Preferences. 

2119 Invalid Length Or Data Type The length and/or the data type (data properties) 
of the default account code entered in the file is 
not consistent with the data properties defined for 
the field. 

Value entered in the file does not match any of 
the pre-defined values in the cost allocation field 
drop-down list. 
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2132 Invalid Cost Allocation Value A value entered in the file does not match any of 
the pre-defined values in the cost allocation field 
drop-down list. Either the value in the file is not in 
the list at all, or is not a valid value based on cross-
validation (dependency) with a another field.

The values for the cost allocation drop-down lists 
are defined in Company Preferences.

2133 Invalid Custom Field Value A value entered in the file does not match any of 
the pre-defined values in the custom field 
validation list.

The values for the custom field validation lists are 
defined in Company Preferences.

3002 Rejected due to error 
elsewhere in the file.

Review the file against the Default Account Codes 
Layout to ensure that the file contains the correct 
values. See "Editing the Default Account Codes 
File" for more information

Default Account Codes Confirmation File - Error Codes

Error Code Description Possible Cause
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General Ledger Options

^=dÉåÉê~ä=iÉÇÖÉê=EdiF=~ÅÅçìåíáåÖ=ëíêáåÖ=íóéáÅ~ääó=Åçåí~áåë=ëÉîÉê~ä=ÉäÉãÉåíëI=ëìÅÜ=~ë=
Åçëí=ÅÉåíÉêI=di=~ÅÅçìåíI=ÉñéÉåëÉ=íóéÉI=éêçàÉÅí=ÅçÇÉI=ÉíÅK=qÜÉ=î~êáçìë=di=ÅçÇÉ=ÑáÉäÇë=
éêçîáÇÉÇ=~ë=ëí~íáÅ=ÑáÉäÇë=áå=íÜÉ=~ééäáÅ~íáçå=~êÉ=áåíÉåÇÉÇ=íç=ÄÉ=éçéìä~íÉÇ=çåäó=ïáíÜ=íÜÉ=
di=~ÅÅçìåí=ÅçÇÉ=ÉäÉãÉåí=çÑ=íÜÉ=di=ëíêáåÖK=eçïÉîÉêI=íÜÉ=Åçãé~åó=~Çãáåáëíê~íçê=ã~ó=
ìëÉ=íÜÉ=di=ÅçÇÉ=ÑáÉäÇë=íç=ëíçêÉ=íÜÉ=ÉåíáêÉ=di=ëíêáåÖ=áÑ=ÇÉëáêÉÇK=

qóéáÅ~ääóI=íÜÉ=Åçãé~åó=~Çãáåáëíê~íçê=ïáää=ÅêÉ~íÉ=ÅìëíçãáòÉÇ=ÑáÉäÇë=Ñçê=íÜÉ=çíÜÉê=
ÉäÉãÉåíë=çÑ=íÜÉ=di=ëíêáåÖI=ëìÅÜ=~ë=Åçëí=ÅÉåíÉê=~åÇ=äçÅ~íáçåI=~åÇ=ÉåíÉê=ÇÉÑ~ìäíë=Ñçê=É~ÅÜ=
Å~êÇÜçäÇÉê=~ÅÅçìåí=ëç=íÜ~í=ÉîÉêó=íê~åë~Åíáçå=áë=~ééÉåÇÉÇ=ïáíÜ=íÜÉëÉ=î~äìÉëK=qÜÉ=ìëÉê=
íÜÉå=ÇÉíÉêãáåÉë=~åÇ=ëÉäÉÅíë=íÜÉ=~ééêçéêá~íÉ=di=~ÅÅçìåí=ÅçÇÉ=çê=ÉñéÉåëÉ=íóéÉ=Ä~ëÉÇ=
ìéçå=íÜÉ=íóéÉ=çÑ=éìêÅÜ~ëÉ=çê=ÉñéÉåëÉK=cçê=Éñ~ãéäÉI=ãÉ~äë=çê=çÑÑáÅÉ=ëìééäáÉëK

j~åó=íáãÉë=íÜáë=di=~ÅÅçìåí=ÅçÇÉ=Å~å=ÄÉ=~ëëáÖåÉÇ=Äó=j``=çê=Äó=ëìééäáÉêK=^=di=~ÅÅçìåí=
ÅçÇÉ=ã~ó=~äëç=ÄÉ=~ëëáÖåÉÇ=~í=íÜÉ=Å~êÇÜçäÇÉê=~ÅÅçìåí=äÉîÉä=íç=~Åí=~ë=~=ÇÉÑ~ìäí=di=
~ÅÅçìåí=ÅçÇÉ=áå=Å~ëÉ=íÜÉêÉ=áë=åç=di=`çÇÉ=~ëëáÖåÉÇ=Ñçê=~å=j``=~åÇ=pìééäáÉê=~åÇ=íÜÉ=
ìëÉê=Ü~ë=åçí=ã~åì~ääó=ìéÇ~íÉÇ=íê~åë~Åíáçåë=Ñçê=~=éÉêáçÇK

qÜÉ=di=ÅçÇÉ=çéíáçåë=~ääçï=íÜÉ=Åçãé~åó=~Çãáåáëíê~íçê=íç=ÇÉíÉêãáåÉ=çê=ã~é=~=Ñáå~ä=di=
~ÅÅçìåí=ÅçÇÉ=Ä~ëÉÇ=ìéçå=ïÜÉíÜÉê=çê=åçí=É~ÅÜ=ëí~íáÅ=ÑáÉäÇ=Åçåí~áåë=~=î~äìÉK=låÅÉ=
ÇÉÑ~ìäí=di=ÅçÇÉë=~êÉ=~ééäáÉÇ=íç=íê~åë~ÅíáçåëI=íÜÉó=Çáëéä~ó=çå=íÜÉ=Ñáå~åÅá~ä=ëÅêÉÉåëK=

qÜÉêÉ=~êÉ=ëÉîÉê~ä=di=çéíáçåë=çå=íÜÉ=`çãé~åó=mêÉÑÉêÉåÅÉë=ëÅêÉÉåI=ïÜáÅÜ=~ääçï=óçì=íç=
Åçåíêçä=íÜÉ=ÉÇáíáåÖ=~åÇ=Çáëéä~ó=çÑ=î~êáçìë=di=ÅçÇÉëK=

√ aáëéä~ó=íÜÉ=î~êáçìë=di=ÅçÇÉë=çå=Ñáå~åÅá~ä=ëÅêÉÉåëK

√ aÉíÉêãáåÉ=çê=ã~é=~=cáå~ä=di=`çÇÉK

√ ^ääçï=ìëÉêë=íç=ÉÇáí=íÜÉ=cáå~ä=di=`çÇÉK
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COMPANY GUIDE 6.3.396
General Ledger Options
Setting General Ledger Code Display Options
rëÉ=dÉåÉê~ä=iÉÇÖÉê=léíáçåë=íç=ëéÉÅáÑó=ïÜáÅÜ=di=ÅçÇÉ=ÑáÉäÇë=ïáää=Çáëéä~ó=çå=íÜÉ=
Ñáå~åÅá~ä=ëÅêÉÉåëK=

TIP: If you use GL codes only 
for export (not online review), 
set the display options to “No” 
to prevent users from editing 
the codes on the financial 
screens. 

^ää=di=ÅçÇÉë=~êÉ=QM=ÅÜ~ê~ÅíÉêë=áå=äÉåÖíÜK

To set general ledger options

1 cêçã=íÜÉ=Company=í~ÄI=ëÉäÉÅí=Company PreferencesK

2 råÇÉê=General Ledger OptionsI=ëÉäÉÅí=íÜÉ=~ééäáÅ~ÄäÉ=çéíáçåëK

3 `äáÅâ=Apply=íç=ë~îÉK=

General Ledger Codes - Quick Reference

GL Code Assign Default Values on this Screen In Reports Export Field

Account GL Code Account Maintenance

Setup Default Account Codes

Cost Allocation Detail Report

Expense Report

ACC.Account GL Code

Customer Code GL Code Customer Code GL Code List Maintenance 

(This option must be enabled by the 
issuer.)

NA FIN.Customer Code GL Code

Final GL Code Company Preferences - Final GL Code 
Mapping Sequence

See "Using the Final GL Code" for details.

Cost Allocation Detail Report

Expense Report

Non-Card Transaction Detail 
Report

FIN.Final GL Code

MCC GL Code MCC GL Maintenance Cost Allocation Detail Report

Expense Report

FIN.MCC GL Code

Supplier GL Code Supplier Maintenance (or Supplier Setup) Cost Allocation Detail Report

Expense Report

Merchant Supplier Summary 
Report

Supplier Transaction Detail 
Report

SUP.Supplier GL Code

Tax GL Code Company Preferences - General Ledger 
Options

NA FIN.Tax GL Code
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COMPANY GUIDE 6.3.3 97
General Ledger Options
Using the Final GL Code

What is a Final GL Code?
qÜÉ=cáå~ä=di=`çÇÉ=áë=çåÉ=çÑ=íÜêÉÉ=ÖÉåÉê~ä=äÉÇÖÉê=EdiF=ÅçÇÉë=EëìééäáÉêI=~ÅÅçìåíI=çê=
j``F=íÜ~í=áë=ÇÉëáÖå~íÉÇ=~ë=íÜÉ=çîÉêêáÇáåÖ=di=ÅçÇÉ=~ééÉåÇÉÇ=íç=~=íê~åë~ÅíáçåK=

What determines the Final GL Code?
qÜÉ=Åçãé~åó=~Çãáåáëíê~íçê=ÇÉíÉêãáåÉë=ïÜáÅÜ=ÅçÇÉ=ïáää=ÄÉ=íÜÉ=cáå~ä=di=̀ çÇÉ=Äó=ëÉííáåÖ=
çåÉ=çÑ=íÜÉ=ÑçääçïáåÖ=éêÉÑÉêÉåÅÉëW

√ ^ÅÅçìåí=j~áåíÉå~åÅÉ=~åÇ=pÉíìé=aÉÑ~ìäí=^ÅÅçìåí=`çÇÉë=ëÅêÉÉåë=J=tÜÉå=
Always Use Account GL Code=áë=ÅÜÉÅâÉÇI=íÜÉ=aÉÑ~ìäí=^ÅÅçìåí=di=`çÇÉ=áë=íÜÉ=
cáå~ä=di=`çÇÉI=ïÜáÅÜ=áë=íÜÉ=çîÉêêáÇáåÖ=di=ÅçÇÉ=Ñçê=~=íê~åë~ÅíáçåK=

√ qÜÉ=Final GL Code Mapping Sequence=Eáå=`çãé~åó=mêÉÑÉêÉåÅÉëF=J=aÉëáÖå~íÉë=
íÜÉ=ÇÉÑ~ìäí=j``=di=`çÇÉI=pìééäáÉê=di=`çÇÉI=çê=EÅ~êÇÜçäÇÉêF=^ÅÅçìåí=di=
`çÇÉ=~ë=íÜÉ=cáå~ä=di=`çÇÉI=ÇÉéÉåÇáåÖ=çå=ïÜáÅÜ=ÑáÉäÇ=áë=éçéìä~íÉÇK=

In this example, the Account GL 
Code has been designated as the 
Final GL Code. 
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COMPANY GUIDE 6.3.398
General Ledger Options
Mapping the Final GL Code
qÜÉ=cáå~ä=di=`çÇÉ=j~ééáåÖ=pÉèìÉåÅÉ=~ääçïë=óçì=íç=ÇÉëáÖå~íÉ=çåÉ=çÑ=íÜÉ=di=ÅçÇÉë=~ë=
íÜÉ=cáå~ä=di=`çÇÉ=Ä~ëÉÇ=çå=ïÜáÅÜ=ÑáÉäÇ=áë=éçéìä~íÉÇ=Ñçê=~=íê~åë~ÅíáçåK=fÑ=íÜÉ=Ñáêëí=ÅÜçáÅÉ=
Ü~ë=åç=Ç~í~I=íÜÉ=ëóëíÉã=ïáää=ÅÜÉÅâ=íÜÉ=ëÉÅçåÇ=ÅÜçáÅÉI=~åÇ=íÜÉå=íÜÉ=íÜáêÇ=ÅÜçáÅÉK

Note: The Always Use Account 
GL Code option set in Account 
Maintenance, if checked, 
overrides the Final GL Code 
Mapping Sequence set in 
Company Preferences.

To map the Final GL Code

1 cêçã=íÜÉ=Company=í~ÄI=ëÉäÉÅí=Company PreferencesK

2 råÇÉê=Final GL Code Mapping SequenceI=ëÉäÉÅí=íÜÉ=~ééäáÅ~ÄäÉ=çéíáçåëK

qÜÉ=åìãÄÉêë=áå=íÜÉ=ÇêçéJÇçïå=ÄçñÉë=ÇÉëáÖå~íÉ=íÜÉ=çêÇÉê=áå=ïÜáÅÜ=íÜÉ=di=ÅçÇÉë=
ïáää=ÄÉ=ëÉäÉÅíÉÇ=Ñçê=ã~ééáåÖ=íç=íÜÉ=cáå~ä=di=`çÇÉK=qç=ÉñÅäìÇÉ=~=di=`çÇÉ=Ñêçã=íÜÉ=
ã~ééáåÖ=ëÉèìÉåÅÉI=ëÉäÉÅí=kL^K=

3 `äáÅâ=Apply=íç=ë~îÉK

Example

Transaction
Supplier GL 
Code

MCC GL 
Code

Account GL 
Code

Always Use 
Account GL Code

Final GL 
Code

Sequence 2 1 NA

Transaction A 1234 ABCD Unchecked 1234

Transaction B ABCD Unchecked

Transaction C 1234 9874 ABCD Unchecked 9874

Transaction D 1234 9874 ABCD Checked ABCD
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COMPANY GUIDE 6.3.3 99
General Ledger Options
Assigning the Final GL Code to a Secondary Field
fÑ=óçì=ï~åí=íç=Éñéçêí=íÜÉ=cáå~ä=di=`çÇÉ=ìåÇÉê=~=ÑáÉäÇ=å~ãÉ=çíÜÉê=íÜ~å=?cáå~ä=di=`çÇÉ?I=
óçì=Å~å=ã~é=íÜÉ=cáå~ä=di=`çÇÉ=íç=~=Åìëíçã=ÑáÉäÇ=çê=Åçëí=~ääçÅ~íáçå=ÑáÉäÇK=qÜáë=çéíáçå=
~ääçïë=óçì=íç=ÇÉÑáåÉ=~=ìåáèìÉ=ÑáÉäÇ=ä~ÄÉä=Ñçê=íÜÉ=cáå~ä=di=`çÇÉ=áå=çêÇÉê=íç=ÄÉííÉê=
ÅççêÇáå~íÉ=óçìê=çåäáåÉ=Ç~í~=ïáíÜ=óçìê=ÉñíÉêå~ä=ëóëíÉãëK=

To assign a GL code to secondary field

1 Access the Company Preferences screen. Locate the General Ledger Options 
section. 

2 Select a custom field or cost allocation field to store the Final GL Code. If fields have 
not been defined for the company, this option will be hidden. Click Apply to save.

3 The Final GL Code is automatically written to the secondary field at load time or 
when transactions are cost allocated. 

Transaction Summary screen - Account Codes
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COMPANY GUIDE 6.3.3100
General Ledger Options
Special Considerations

√ qÜÉ=cáå~ä=di=`çÇÉ=ãìëí=ÄÉ=ÅçåëáëíÉåí=ïáíÜ=íÜÉ=éêçéÉêíáÉë=íÜ~í=Ü~îÉ=ÄÉÉå=
ÇÉÑáåÉÇ=Ñçê=íÜÉ=ÇÉëáÖå~íÉÇ=ëÉÅçåÇ~êó=ÑáÉäÇX=çíÜÉêïáëÉ=íÜÉ=cáå~ä=di=`çÇÉ=ïáää=
åçí=ÄÉ=ïêáííÉå=íç=íÜÉ=ÑáÉäÇK=cçê=Éñ~ãéäÉI=áÑ=?`ìëíçã=cáÉäÇ=N?=áë=ëÉí=ìé=Ñçê=
åìãÉêáÅ=î~äìÉë=EÉKÖK=NOPQFI=~å=~äéÜ~åìãÉêáÅ=cáå~ä=di=`çÇÉ=î~äìÉ=EÉKÖK=
^_`aF=ïáää=åçí=ÄÉ=ïêáííÉå=íç=íÜÉ=ÑáÉäÇK=

√ tÜÉå=~=cáå~ä=di=`çÇÉ=áë=ã~ééÉÇ=íç=~=ëÉÅçåÇ~êó=ÑáÉäÇI=íÜÉ=ã~ééáåÖ=äçÖáÅ=ïáää=
çîÉêêáÇÉ=~åó=ÇÉÑ~ìäí=î~äìÉë=íÜ~í=Ü~îÉ=ÄÉÉå=ëÉí=Ñçê=íÜ~í=ÑáÉäÇ=çå=íÜÉ=^ÅÅçìåí=
j~áåíÉå~åÅÉ=ëÅêÉÉåI=ÉñÅÉéí=Ñçê=íÜÉ=^äï~óë=ìëÉ=^ÅÅçìåí=di=`çÇÉ=çéíáçåI=
ïÜáÅÜ=áë=íÜÉ=çîÉêêáÇáåÖ=çéíáçåK=

√ fÑ=~=ìëÉê=ÉÇáíë=íÜÉ=ëÉÅçåÇ~êó=ÑáÉäÇ=íÜ~í=ëíçêÉë=íÜÉ=cáå~ä=di=`çÇÉI=íÜÉ=di=ÅçÇÉ=
íÜ~í=Ü~ë=ÄÉÉå=ã~ééÉÇ=íç=íÜÉ=ÑáÉäÇ=ïáää=ÄÉ=äçëíK=vçì=Å~å=éêÉîÉåí=~=ìëÉê=Ñêçã=
ÉÇáíáåÖ=íÜÉ=ëÉÅçåÇ~êó=ÑáÉäÇ=ìëáåÖ=~ìíÜçêáíáÉëK=

MCC GL Maintenance
j``=di=ã~ééáåÖ=~ääçïë=óçì=íç=~ëëáÖå=~=di=ÅçÇÉ=íç=~=íê~åë~Åíáçå=Ä~ëÉÇ=çå=íÜÉ=j``=çÑ=
íÜÉ=ãÉêÅÜ~åíK=vçì=Å~å=ÅêÉ~íÉ=ãìäíáéäÉ=j``=di=ã~ééáåÖ=í~ÄäÉë=Ñçê=ëáíì~íáçåë=ïÜÉêÉ=óçì=
ìëÉ=ÇáÑÑÉêÉåí=~ÅÅçìåíáåÖ=ëóëíÉãë=Ñçê=ÇáÑÑÉêÉåí=ÜáÉê~êÅÜó=ÉåíáíáÉëK=qÜÉ=Åçãé~åó=~åÇ=É~ÅÜ=
ÑáêëíJäÉîÉä=áåíÉêãÉÇá~íÉ=EçåÉ=äÉîÉä=ÄÉäçï=íÜÉ=íçé=Åçãé~åó=äÉîÉäF=Å~å=ÄÉ=~ëëáÖåÉÇ=~=
ìåáèìÉ=j``=di=í~ÄäÉK=

lå=íÜÉ=j``=di=j~áåíÉå~åÅÉ=ëÅêÉÉåI=óçì=Å~å=ÉåíÉê=j``=di=ÅçÇÉë=ÇáêÉÅíäó=çå=íÜÉ=
ëÅêÉÉåI=ìéäç~Ç=~=Ç~í~=ÑáäÉI=çê=Ççïåäç~Ç=íÜÉ=j``=í~ÄäÉ=íç=ã~âÉ=ÅÜ~åÖÉë=çê=ìëÉ=áå=óçìê=
~ÅÅçìåíáåÖ=ëóëíÉãK=

cêçã=íÜÉ=Company=í~ÄI=ëÉäÉÅí=MCC GL MaintenanceK=qÜÉ=ÜáÉê~êÅÜó=Çáëéä~óëK=`äáÅâ=íÜÉ=
ÜáÉê~êÅÜó=Éåíáíó=Ñçê=ïÜáÅÜ=óçì=ï~åí=íç=~ëëáÖå=ÅçÇÉëK=qÜÉ=j``=di=j~áåíÉå~åÅÉ=ëÅêÉÉå=
Çáëéä~óëK=

The MCC Table displays the 
hierarchy entity for which you 
are mapping the MCC GL 
codes. The MCC GL codes that 
you enter on this screen will 
apply only to the transactions 
associated with the selected 
entity.
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COMPANY GUIDE 6.3.3 101
General Ledger Options
Mapping GL Codes to MCCs
qÜÉ=j``=di=j~áåíÉå~åÅÉ=ëÅêÉÉå=Çáëéä~óë=~=äáëí=çÑ=ãÉêÅÜ~åí=Å~íÉÖçêó=ÅçÇÉë=Ej``ëFI=
ïÜáÅÜ=óçì=Å~å=ã~é=íç=~=di=ÅçÇÉK=cçê=É~ÅÜ=j``=íÜ~í=óçì=ï~åí=íç=ã~éI=ÉåíÉê=~=di=ÅçÇÉ=
áå=íÜÉ=íÉñí=ÄçñK=vçì=Å~å=ã~é=~ë=ã~åó=j``ë=~ë=êÉèìáêÉÇK=qÜÉ=åÉï=j``=di=ÅçÇÉë=ïáää=
ÄÉ=~ééäáÉÇ=íç=íê~åë~Åíáçåë=~ë=íÜÉó=~êÉ=äç~ÇÉÇ=áå=íÜÉ=ëóëíÉã=çê=ïÜÉå=íê~åë~Åíáçåë=~êÉ=
Åçëí=~ääçÅ~íÉÇK=

Note: If you edit an MCC GL 
Code, you must run cost 
allocation processing to update 
existing transactions. See "Cost 
Allocation Processing" for 
details. 

1 In the MCC GL Code text box (next to the MCC), enter the code you want to 
associate with the MCC. 

2 Click Apply to save. 

Downloading MCC GL Codes
vçì=Å~å=Ççïåäç~Ç=~=ÑáäÉ=Åçåí~áåáåÖ=íÜÉ=j``=di=ÅçÇÉë=íÜ~í=óçì=Ü~îÉ=ã~ééÉÇ=íç=j``ëK=
qÜÉ=ÑáäÉ=áë=~=jáÅêçëçÑí=bñÅÉä=Ñçêã~í=Åçåí~áåáåÖ=j``ëI=j``=ÇÉëÅêáéíáçåëI=~åÇ=íÜÉ=
ã~ééÉÇ=j``=di=ÅçÇÉëK=rëÉ=íÜÉ=ÑáäÉ=íç=äç~Ç=áåíç=óçìê=~ÅÅçìåíáåÖ=ëóëíÉã=çê=ìëÉ=áí=íç=
ìéÇ~íÉ=di=ÅçÇÉë=~åÇ=íÜÉå=ìéäç~Ç=Ä~Åâ=áåíç=íÜÉ=~ééäáÅ~íáçåK

^ÅÅÉëë=íÜÉ=j``=í~ÄäÉ=óçì=ï~åí=íç=Ççïåäç~ÇK=fÑ=óçì=ìëÉ=ÇáÑÑÉêÉåí=j``=di=ÅçÇÉë=Ñçê=
É~ÅÜ=ÑáêëíJäÉîÉä=áåíÉêãÉÇá~íÉ=ÉåíáíóI=ã~âÉ=ëìêÉ=íÜÉ=~ééêçéêá~íÉ=MCC Table=áë=Çáëéä~óÉÇ=çå=
íÜÉ=ëÅêÉÉå=ÄÉÑçêÉ=óçì=Ççïåäç~Ç=íÜÉ=ÑáäÉK=

1 Click the Download MCC GL Codes button. 

2 A File Download dialog box displays prompting you to save the file to your local 
directory. 

MCC Table
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COMPANY GUIDE 6.3.3102
General Ledger Options
Uploading MCC GL Codes
qÜÉ=réäç~Ç=j``=di=`çÇÉë=çéíáçå=~ääçïë=óçì=íç=äç~Ç=~=ÑáäÉ=Åçåí~áåáåÖ=j``=di=ÅçÇÉë=
íç=~å=j``=í~ÄäÉI=ê~íÜÉê=íÜ~å=ÉåíÉêáåÖ=áåÇáîáÇì~ä=ÅçÇÉë=íÜêçìÖÜ=íÜÉ=~ééäáÅ~íáçåK=

qç=~ÇÇ=çê=ìéÇ~íÉ=j``=di=ÅçÇÉë=áå=~å=j``=í~ÄäÉI=Ççïåäç~Ç=íÜÉ=í~ÄäÉ=Ñêçã=íÜÉ=
~ééäáÅ~íáçå=~åÇ=ã~âÉ=íÜÉ=åÉÅÉëë~êó=ÅÜ~åÖÉëK=qÜÉåI=ìéäç~Ç=íÜÉ=ÑáäÉ=Ä~Åâ=áåíç=íÜÉ=
~ééäáÅ~íáçåK=kçíÉ=íÜ~í=ÉñáëíáåÖ=î~äìÉë=~êÉ=çîÉêïêáííÉå=ïÜÉå=óçì=ìéäç~Ç=~=åÉï=ÑáäÉK=

^ÅÅÉëë=íÜÉ=j``=í~ÄäÉ=óçì=ï~åí=íç=ìéÇ~íÉK=fÑ=óçì=ìëÉ=ÇáÑÑÉêÉåí=j``=di=ÅçÇÉë=Ñçê=íÜÉ=
Åçãé~åó=~åÇ=ÑáêëíJäÉîÉä=áåíÉêãÉÇá~íÉ=ÉåíáíáÉëI=ã~âÉ=ëìêÉ=íÜÉ=~ééêçéêá~íÉ=j``=í~ÄäÉ=áë=
Çáëéä~óÉÇ=çå=íÜÉ=ëÅêÉÉå=ÄÉÑçêÉ=óçì=ìéäç~Ç=íÜÉ=ÑáäÉK=

IMPORTANT!   Before you upload 
a file, make sure it is set up 
according to the file 
requirements. 

1 Click Browse to select the file from your local directory. In the Choose File dialog 
box, select a file from your PC’s directory. Click Open. The file you selected displays in 
the adjacent text box. 

2 Click the Upload MCC GL Codes button.

MCC GL Code File Requirements
rëÉ=íÜÉëÉ=ÑáäÉ=êÉèìáêÉãÉåíë=íç=ÉåëìêÉ=éêçéÉê=ëÉíìé=çÑ=óçìê=j``=di=`çÇÉ=ÑáäÉW

√ qÜÉ=ÑáäÉ=ãìëí=Ü~îÉ=íÜêÉÉ=Åçäìãåë=áå=íÜáë=çêÇÉêW=Åçäìãå=N=äáëíë=j``ëI=Åçäìãå=
O=äáëíë=di=ÅçÇÉëI=Åçäìãå=P=äáëíë=~=ÇÉëÅêáéíáçå=çÑ=íÜÉ=j``=EéêçîáÇÉÇ=Ñçê=
áåÑçêã~íáçå=éìêéçëÉë=çåäóFK=aç=åçí=ÅÜ~åÖÉ=íÜÉ=çêÇÉê=çÑ=íÜÉ=ÅçäìãåëK

√ aç=åçí=ÅÜ~åÖÉ=çê=ÇÉäÉíÉ=~å=j``K

√ aç=åçí=ÅÜ~åÖÉ=Eçê=íê~åëä~íÉF=íÜÉ=Åçäìãå=ÜÉ~ÇÉêë=EíÜÉ=ÜÉ~ÇÉêë=ãìëí=êÉã~áå=áå=
båÖäáëÜFK=

√ qÜÉ=åìãÄÉê=çÑ=êÉÅçêÇë=EêçïëF=áå=íÜÉ=ÑáäÉ=Å~ååçí=ÉñÅÉÉÇ=íÜÉ=åìãÄÉê=çÑ=j``ëK

√ j~ñáãìã=j``=di=`çÇÉ=äÉåÖíÜ=áë=QM=~äéÜ~åìãÉêáÅ=ÅÜ~ê~ÅíÉêëK

√ j~ñáãìã=ÑáäÉ=ëáòÉ=Q=j_K
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Allocating Account Codes

vçì=Å~å=~ééäó=î~êáçìë=ÅçÇÉë=íç=íê~åë~Åíáçåë=áå=çêÇÉê=íç=~ääçÅ~íÉ=ÉñéÉåëÉë=íç=ÖÉåÉê~ä=
äÉÇÖÉê=EdiF=ëíêáåÖëI=éêçàÉÅí=åìãÄÉêëI=çê=éêçàÉÅí=ÅçÇÉëK=qÜÉ=ÅçÇÉë=Å~å=ÄÉ=ÉñéçêíÉÇ=íç=
ìëÉ=áå=óçìê=~ÅÅçìåíáåÖ=ëóëíÉã=çê=~åçíÜÉê=êÉéçêíáåÖ=ëóëíÉãK=

vçì=Å~å=Åçëí=~ääçÅ~íÉ=íÜÉ=ÑçääçïáåÖW

√ jÉêÅÜ~åí=íê~åë~Åíáçåë

√ péäáíë

√ kçåJ`~êÇ=qê~åë~Åíáçåë

√ ^ÇàìëíãÉåíë

^ë=~=Åçãé~åó=~Çãáåáëíê~íçê=óçì=Å~å=ÅêÉ~íÉ=ÅìëíçãáòÉÇ=ÑáÉäÇë=íç=ÅçääÉÅí=Ç~í~=ëéÉÅáÑáÅ=íç=
óçìê=çêÖ~åáò~íáçåK=få=~ÇÇáíáçåI=íÜÉ=~ééäáÅ~íáçå=éêçîáÇÉë=ëÉîÉê~ä=di=ÅçÇÉë=íç=ìëÉ=Ñçê=
~ääçÅ~íáåÖ=íê~åë~Åíáçåë=íç=di=~ÅÅçìåíëK=

pÉÉ=?`ìëíçãáòÉÇ=cáÉäÇë?=Ñçê=ÇÉí~áäë=çå=ÅêÉ~íáåÖ=ÅìëíçãáòÉÇ=ÑáÉäÇëK

pÉÉ=?dÉåÉê~ä=iÉÇÖÉê=léíáçåë?=Ñçê=ÇÉí~áäë=çå=ìëáåÖ=ÖÉåÉê~ä=äÉÇÖÉê=ÑáÉäÇëK=

How to Allocate Account Codes
qÜÉêÉ=~êÉ=íÜêÉÉ=ï~óë=íç=~ääçÅ~íÉ=~ÅÅçìåí=ÅçÇÉë=íç=íê~åë~ÅíáçåëW

√ Financial screens=J=rëÉêë=ïáíÜ=íÜÉ=éêçéÉê=~ìíÜçêáíáÉë=Å~å=~ëëáÖå=Åçëí=~ääçÅ~íáçå=
î~äìÉë=íç=íê~åë~Åíáçåë=çå=íÜÉ=Ñáå~åÅá~ä=ëÅêÉÉåë=Ñçê=ãÉêÅÜ~åí=íê~åë~ÅíáçåëI=
ëéäáíëI=åçåJÅ~êÇ=íê~åë~ÅíáçåëI=~åÇ=~ÇàìëíãÉåíëK=

√ At Transaction Load Time=J=rëÉ=ÇÉÑ~ìäí=~ÅÅçìåí=ÅçÇÉë=íç=~ìíçã~íáÅ~ääó=~ééäó=
ÇÉÑ~ìäí=~ÅÅçìåí=ÅçÇÉë=íç=ãÉêÅÜ~åí=~åÇ=~ÇàìëíãÉåí=íê~åë~Åíáçåë=ïÜÉå=íÜÉó=~êÉ=
äç~ÇÉÇ=áåíç=íÜÉ=~ééäáÅ~íáçåI=ïÜáÅÜ=çÅÅìêë=çå=~=Ç~áäó=Ä~ëáëK=låÅÉ=~=ÇÉÑ~ìäí=
ÅçÇÉ=áë=~ééäáÉÇ=íç=~=íê~åë~ÅíáçåI=~=ìëÉê=ïáíÜ=íÜÉ=éêçéÉê=~ìíÜçêáíó=Å~å=ÅÜ~åÖÉ=
íÜÉ=ÅçÇÉ=~í=~åó=íáãÉ=çå=íÜÉ=Ñáå~åÅá~ä=ëÅêÉÉåë=~ë=äçåÖ=~ë=íÜÉ=íê~åë~Åíáçå=áë=åçí=
äçÅâÉÇK=pÉÉ=?aÉÑ~ìäí=^ÅÅçìåí=`çÇÉë?=Ñçê=ÇÉí~áäë=çå=Üçï=íç=ëÉí=ìé=ÇÉÑ~ìäí=
~ÅÅçìåí=ÅçÇÉëK=

√ Cost Allocation Processing=J=^ääçÅ~íÉ=~ÅÅçìåí=ÅçÇÉë=íç=ÉñáëíáåÖ=íê~åë~ÅíáçåëI=
áåÅäìÇáåÖ=ëéäáíë=~åÇ=åçåJÅ~êÇ=íê~åë~ÅíáçåëK=rëÉ=íÜáë=çéíáçå=ïÜÉå=óçì=~ÇÇ=çê=
ÅÜ~åÖÉ=ÇÉÑ~ìäí=~ÅÅçìåí=ÅçÇÉë=~åÇ=ÉñáëíáåÖ=íê~åë~Åíáçåë=ãìëí=ÄÉ=ìéÇ~íÉÇ=ïáíÜ=
íÜÉ=åÉï=áåÑçêã~íáçåK=pÉÉ=?`çëí=^ääçÅ~íáçå=mêçÅÉëëáåÖ?=Ñçê=ÇÉí~áäëK

fÑ=óçì=Åçëí=~ääçÅ~íÉ=íê~åë~Åíáçåë=~í=äç~Ç=íáãÉ=çê=~ë=~=ëÅÜÉÇìäÉÇ=éêçÅÉëëI=óçì=ãìëí=ÇÉÑáåÉ=
íÜÉ=ÇÉÑ~ìäí=ÅçÇÉë=E~ÅÅçìåí=ÅçÇÉë=çê=di=ÅçÇÉëF=óçì=ï~åí=íç=ìëÉK=
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Disabling Cost Allocation of Adjustments
vçì=Å~å=éêÉîÉåí=ìëÉêë=Ñêçã=Åçëí=~ääçÅ~íáåÖ=~ÇàìëíãÉåíë=Äó=ëÉííáåÖ=Allow Cost Allocation 
of Adjustments=áå=`çãé~åó=mêÉÑÉêÉåÅÉë=íç=“kçÒK=qÜáë=ëÉííáåÖ=~äëç=ÉñÅäìÇÉë=~ÇàìëíãÉåíë=
Ñêçã=`çëí=^ääçÅ~íáçå=mêçÅÉëëáåÖ=~åÇ=ÉñÅäìÇÉë=~ÇàìëíãÉåíë=Ñêçã=íÜÉ=`çëí=^ääçÅ~íáçå=
pìãã~êó=oÉéçêí=~åÇ=`çëí=^ääçÅ~íáçå=aÉí~áä=oÉéçêíK=

^åó=Åçëí=~ääçÅ~íáçå=áåÑçêã~íáçå=íÜ~í=ï~ë=~ééäáÉÇ=íç=íÜÉ=~ÇàìëíãÉåí=ÄÉÑçêÉ=Åçëí=
~ääçÅ~íáçå=çÑ=~ÇàìëíãÉåíë=ï~ë=Çáë~ÄäÉÇI=ïáää=êÉã~áå=~ë=êÉ~ÇJçåäóK

Cost Allocation Processing
`çëí=~ääçÅ~íáçå=éêçÅÉëëáåÖ=~ääçïë=óçì=íç=~ééäó=ÇÉÑ~ìäí=~ÅÅçìåí=ÅçÇÉë=íç=ÉñáëíáåÖ=
íê~åë~ÅíáçåëK=táíÜ=íÜáë=ÑìåÅíáçåI=óçì=Å~å=êÉéêçÅÉëë=íê~åë~Åíáçåë=áå=Å~ëÉë=ïÜÉêÉ=íÜÉ=
~ÅÅçìåí=ÅçÇÉë=çêáÖáå~ääó=~ééäáÉÇ=íç=íê~åë~Åíáçåë=Ü~îÉ=ÅÜ~åÖÉÇK=lêI=~ééäó=ÅçÇÉë=íç=
íê~åë~Åíáçåë=íÜ~í=ÅìêêÉåíäó=Ü~îÉ=åç=Åçëí=~ääçÅ~íáçå=Ç~í~K=

`çëí=~ääçÅ~íáçå=éêçÅÉëëáåÖ=êìåë=~í=êÉÖìä~ê=áåíÉêî~äë=íÜêçìÖÜçìí=íÜÉ=Ç~óK=vçì=Å~å=ÅÜÉÅâ=
íÜÉ=pÅÜÉÇìäÉ=pìãã~êó=ëÅêÉÉå=íç=âÉÉé=íê~Åâ=çÑ=éêçÅÉëëáåÖK=tÜÉå=íÜÉ=Åçëí=~ääçÅ~íáçå=
éêçÅÉëëáåÖ=Ü~ë=êìåI=áí=ïáää=Çêçé=çÑÑ=íÜÉ=äáëíK=pÉÉ=?pÅÜÉÇìäÉ=pìãã~êó?=Ñçê=ÇÉí~áäëK

To run cost allocation processing

1 cêçã=íÜÉ=Hierarchy=í~ÄI=ëÉäÉÅí=Cost Allocation ProcessingK=
Note: The system will not allow 
you (or another user in the 
company) to schedule cost 
allocation processing if there is 
already a cost allocation 
processing job in the queue for 
the same date range and 
hierarchy entity. 

2 pÉäÉÅí=~=ê~åÖÉ=çÑ=íê~åë~Åíáçåë=íç=éêçÅÉëëK
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3 råÇÉê=Processing OptionsI=ëéÉÅáÑó=ïÜáÅÜ=íê~åë~Åíáçåë=óçì=ï~åí=íç=éêçÅÉëëK

4 `äáÅâ=ApplyK=qÜÉ=pÅÜÉÇìäÉ=pìãã~êó=ëÅêÉÉå=Çáëéä~óë=ïáíÜ=óçìê=éêçÅÉëëáåÖ=àçÄ=
~ÇÇÉÇ=íç=íÜÉ=äáëíK

Cost Allocation Processing Options

Option Description

Process GL Codes - Processes all GL codes.

Cost Allocation Fields - Processes custom fields and cost 
allocation fields.

All - Processes both GL codes and cost allocation fields.

IMPORTANT: If you choose to process all transactions, the system 
will overwrite existing values in the fields you have chosen to 
process.

Choose Transactions All - Processes all transactions, including merchant transactions, 
non-card transactions, splits, and adjustments. All transactions in 
the selected date range will be processed including those that 
currently have GL, custom field, or cost allocation field values. 

Note: If Allow Cost Allocation of Adjustments in Company 
Preferences is set to “No”, then adjustments will be excluded from 
processing. 

Non-Cost Allocated - Processes transactions that do not have 
custom field or cost allocation field values. GL Codes, if selected in 
Process, will be processed regardless of whether there is an existing 
value.

IMPORTANT: If you are mapping a GL code to the Final GL Code 
and you reprocess transactions to update all GL codes, the Final GL 
Code may also be updated.

Include Reviewed Transactions Yes - Processes transactions that have been locked by review 
status: Supervisor-Reviewed or Cardholder-Reviewed.

No - Processes only transactions that have not been marked 
reviewed. 
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Transaction Summary
To view transactions, you will need to identify the date of the transactions you want to 
view. Then, you can refine your search by selecting transactions based on posting date, 
transaction date, or optional filters. 

From the Financial tab, select Account Summary. Select an entity from the hierarchy.

• For a summary of account totals for a group of accounts, select an 
intermediate or the company. 

• For a transaction summary of an individual account, click an account name. 

1 Define the range of transactions that you want to view by selecting the appropriate 
date criteria.

• Billing Cycles are pre-defined date ranges (usually statement cycles) that have 
been set up for your company. This option may not be available.

• Date Range can be used to search for any date range in the data retention 
period. Use From Date and To Date to select the range, and then use Search By 
to specify whether to search by posting or transaction date.

• Data available starting shows the date at which transaction data is available for 
the account. The starting date is based on the data retention period that has 
been defined for your company. The starting date is not based on posting date 
or transaction date. 

• Include Accounts without Activity allows you to include or exclude accounts 
that do not have activity for the selected date range.
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2 To narrow your search to a specific transaction, you may use one or any 
combination of the optional filters.

• Review Status shows transactions by cardholder-reviewed status, supervisor-
reviewed status, or both. Note that reviewed transactions are locked and 
cannot be edited. 

• Transaction Amount shows transactions within a specific amount range.

• Merchant Name shows transactions by merchant name. You may enter the 
merchant’s full or partial name. For example, if you are searching for “Main 
Street Office Supply”, you can still find the merchant by entering “main” in the 
merchant name field.

• Merchant Category Code (MCC) shows transactions with specific merchant 
category codes.

• Addendum Type shows transactions that have specific addenda tied to the 
transaction.

• Merchant Postal Code shows transactions with a specific merchant postal code.

3 Click View. The screen will refresh, the search criteria will automatically collapse, 
and the search results will display. To change or view the search criteria again, click 
Show View Criteria. 

The Apply and Discard 
buttons save or discard the 
changes only within this 
frame, which includes review 
status and tax information. 

Non-Card Transaction

Transaction review 
locks the transaction 
from further editing. 

Split Transaction

Use the sort options to re-sort 
the search results. 

Click the icon to view addendum 
information tied to the transaction.
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rëÉ=íÜÉ=áÅçåë=íç=ÉÇáí=çê=îáÉï=~ÇÇáíáçå~ä=íê~åë~Åíáçå=áåÑçêã~íáçåW=
 

  
Click to view the Transaction Detail screen.

See "Viewing Transaction Details" for details.

  
Click to split a transaction or view the split details.

  
Click to view the Non-Card Transaction Detail screen. 

  
Click to add a non-card transaction.

  
Click to view an adjustment.

  
Click to view the cost allocation information or expense description 
applied to a transaction. 

See "Transaction Account Codes" for details.

  
Click for a read-only display of the account codes that have been 
applied to the transaction. 

See "To view and update read-only account codes on the 
Transaction Summary screen" for details.

  
Click to send email notification. 
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Viewing Transaction Details
The Transaction Detail screen includes all of the information from the Transaction 
Summary screen, in addition to more detailed transaction data, such as supplier and tax 
information. 

To view transaction details
On the Transaction Summary screen, find the transaction that you want to view. Click 

 to display the Transaction Detail screen.

Use the Previous 
Transaction and Next 
Transaction links to click 
through the transaction 
details of each transaction 
in your search results.

  
Click to display the cost allocation information or expense 
description applied to the transaction. 

See "Transaction Account Codes" for details. 

  
Click to split the transaction or view the split details.
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Transaction Account Codes
Account codes enable you to allocate expenses to general ledgers or budget centers, 
which are exported to use in other reporting or account systems. For example, 
expenses can be allocated to a certain project number or cost center. Both the 
transaction information and the project center can then be exported from the 
application and used in an external system. Your company administrator decides the 
types of codes that will be used by your company. 

Account codes can be entered manually by you or your manager on the financial 
screens. You can also use default account codes to automatically apply codes when 
transactions are loaded into the application. See "Default Account Codes" for details.

Be sure to check with your company administrator before adding, editing, or deleting 
any of the account codes. Note that you may have view-only access to the account code 
information. 

To view account codes
On the Transaction Summary screen, find the transactions that you want to cost 
allocate. 

Click  to view the transaction’s account codes. The screen will refresh to display the 
Account Codes section below the transaction summary. The transaction that you are 
cost allocating is highlighted in yellow. 
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IMPORTANT!   You must click the 
Apply button that displays 
within the Account Codes 
frame to save the account 
codes. 

A Use the Previous Transaction and Next Transaction links to click through each 
transaction in the search results. 

B Drop-down fields contain codes or values set up by your company administrator. 
Fields with a red asterisk (*) are required. The transaction cannot be saved until you 
enter a valid code.

C The company administrator may set up text box fields to validate your input. If you 
do not enter a valid code, the system will display an error. You cannot save the 
transaction until you have entered a valid code. 

D Check boxes indicate Yes (checked) or No (unchecked). 

E You may have the option of inputting a GL string. These values are not validated, so 
make sure that you input the correct string. Depending on your company’s setup the 
GL codes may already be populated. Your company administrator can also choose to 
hide these fields.

F To apply the account codes to all transactions in the search results, check Apply 
Account Codes to all editable Transactions displayed on this page. Note that 
text in the Expense Description field will NOT be mass-applied to transactions. 

G To automatically apply the account codes to the current transaction and move 
promptly to the next or previous transactions in the search results with just one click, 
check Automatically apply account codes on navigation to next or previous 
transaction. A success message will display at the top of the page confirming that 
your account codes were successfully applied. If this option is selected it will be 
retained for the duration of your session. 

H Click Apply to save. 
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Saving Transactions with Invalid Account Codes
When account codes change and an old code that is no longer valid is currently 
assigned to a transaction, that value is retained until you select a new code from the 
drop-down list. 

To ensure that you are always using the most up-to-date account codes, the system will 
warn you when an account code is no longer valid. When you modify a transaction that 
has an invalid account code, the system will place a  next to the field and remove the 
invalid value from the drop-down list. 

If the field is not required, you will not be required to select a value from the list; 
therefore, a “blank” value can be saved to the transaction.
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To view and update read-only account codes on the Transaction Summary screen
The Transaction Summary screen provides an optional read-only view of account 
codes. The codes can be displayed or hidden for one or more transactions on the page.

After you finish cost allocating your transactions in the Account Codes section, return to 
the Transaction Summary section to view the account codes for all transactions on the 
page.

A Click Expand All or Collapse All to toggle the account codes for all the transactions 
on the page.

B After you modify account codes in the Account Code section, click the Refresh link 
to update the read-only view in the Transaction Summary. 

C Click  to expand and  to collapse the account codes for each individual 
transaction.
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Reviewing Transactions
qÜÉ=Å~êÇÜçäÇÉê=~åÇ=ëìéÉêîáëçê=êÉîáÉï=çéíáçåë=~ääçï=óçì=íç=ã~êâ=íê~åë~Åíáçåë=~ë=
êÉîáÉïÉÇ=~åÇ=äçÅâ=íÜÉ=íê~åë~Åíáçå=Ñêçã=ÑìêíÜÉê=ÉÇáíáåÖK=låÅÉ=íê~åë~Åíáçåë=~êÉ=ã~êâÉÇI=
óçì=Å~å=ìëÉ=íÜÉ=êÉîáÉï=ëí~íìë=~ë=~=ëÉäÉÅíáçå=ÅêáíÉêáçå=ïÜÉå=óçì=ëÉ~êÅÜ=Ñçê=íê~åë~ÅíáçåëK=

qê~åë~Åíáçåë=Å~å=ÄÉ=äçÅâÉÇ=Äó=~ééäóáåÖ=ÉáíÜÉê=~=ëìéÉêîáëçêJêÉîáÉïÉÇ=çê=Å~êÇÜçäÇÉêJ
êÉîáÉïÉÇ=ëí~íìëK=

Note: The ability to view and 
edit the review status is 
controlled by authorities and 
company preferences. You may 
not have access to all of the 
functionality. 

To review transactions
lå=íÜÉ=qê~åë~Åíáçå=pìãã~êó=ëÅêÉÉå=çê=qê~åë~Åíáçå=aÉí~áä=ëÅêÉÉåI=ÅÜÉÅâ=íÜÉ=ÅÜÉÅâ=Äçñ=
Ñçê=Cardholder-Reviewed=çê=Supervisor-Reviewed=~åÇ=íÜÉå=ÅäáÅâ=ApplyK=qÜÉ=íê~åë~Åíáçå=
ïáää=ÄÉ=äçÅâÉÇ=Ñêçã=ÑìêíÜÉê=ÉÇáíáåÖK=

qç=ìåäçÅâ=~=íê~åë~ÅíáçåI=ÅäÉ~ê=íÜÉ=êÉîáÉïÉÇ=ÅÜÉÅâ=Äçñ=~åÇ=íÜÉå=ÅäáÅâ=ApplyK=

A A transaction that has been locked with a check mark ( ) can be unlocked by 
clearing the check mark and clicking Apply.

B When a transaction is both Cardholder-Reviewed and Supervisor-Reviewed, the 

Cardholder-Reviewed check box turns into a padlock ( ). To unlock the transaction, 
first clear the Supervisor-Reviewed check box. Click Apply. The padlock under 
Cardholder-Reviewed will turn into a check box, which you can clear and unlock the 
transaction.

C A transaction that has been Cardholder-Reviewed can also be marked Supervisor-
Reviewed. 
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Account Approval Summary
qÜÉ=^ÅÅçìåí=^ééêçî~ä=pìãã~êó=ëÅêÉÉå=éêçîáÇÉë=~=Ñ~ëí=~åÇ=É~ëó=ï~ó=íç=ã~êâ=~=ê~åÖÉ=
çÑ=Å~êÇÜçäÇÉê=íê~åë~Åíáçåë=~ë=“pìéÉêîáëçêJoÉîáÉïÉÇÒK=qÜÉ=ëÅêÉÉå=äáëíë=íÜÉ=~ÅÅçìåíë=
Ä~ëÉÇ=çå=óçìê=ÜáÉê~êÅÜó=ëÉäÉÅíáçå=çê=óçìê=~ÅÅçìåí=äáëí=~åÇ=Çáëéä~óë=~=ëìãã~êó=çÑ=
íê~åë~Åíáçåë=íÜ~í=Ñ~ää=ïáíÜáå=íÜÉ=ëéÉÅáÑáÉÇ=Ç~íÉ=ê~åÖÉK=

cêçã=íÜÉ=Financial=í~ÄI=ëÉäÉÅí=Account Approval SummaryK=pÉäÉÅí=~å=Éåíáíó=Ñêçã=íÜÉ=
ÜáÉê~êÅÜóK=qÜÉ=^ÅÅçìåí=^ééêçî~ä=pìãã~êó=ëÅêÉÉå=Çáëéä~óëK=

To select a range of transactions for review

1 råÇÉê=Date CriteriaI=ÇÉÑáåÉ=íÜÉ=ê~åÖÉ=çÑ=íê~åë~Åíáçåë=íÜ~í=óçì=ï~åí=íç=îáÉïK=

√ Billing Cycles=~êÉ=éêÉJÇÉÑáåÉÇ=Ç~íÉ=ê~åÖÉëI=ìëì~ääó=ëí~íÉãÉåí=ÅóÅäÉëI=íÜ~í=Ü~îÉ=
ÄÉÉå=ëÉí=ìé=Ñçê=óçìê=Åçãé~åóK=qÜáë=çéíáçå=ã~ó=åçí=ÄÉ=~î~áä~ÄäÉK

√ Data available starting=ëÜçïë=íÜÉ=Ç~íÉ=~í=ïÜáÅÜ=íê~åë~Åíáçå=Ç~í~=áë=~î~áä~ÄäÉ=Ñçê=
íÜÉ=~ÅÅçìåíK=qÜÉ=ëí~êíáåÖ=Ç~íÉ=áë=Ä~ëÉÇ=çå=íÜÉ=Ç~í~=êÉíÉåíáçå=éÉêáçÇ=íÜ~í=Ü~ë=
ÄÉÉå=ÇÉÑáåÉÇ=Ñçê=íÜÉ=Åçãé~åóK=qÜÉ=ëí~êíáåÖ=Ç~íÉ=áë=åçí=Ä~ëÉÇ=çå=éçëíáåÖ=Ç~íÉ=
çê=íê~åë~Åíáçå=Ç~íÉK=

√ View by ëéÉÅáÑáÉë=Üçï=íÜÉ=íê~åë~Åíáçåë=ïáää=ÄÉ=ëÉäÉÅíÉÇW=Äó=mçëíáåÖ=a~íÉ=çê=
qê~åë~Åíáçå=a~íÉK=

2 rëÉ=Review Status íç=ÑáäíÉê=íê~åë~Åíáçåë=Äó=íÜÉ=íê~åë~Åíáçå=êÉîáÉï=ëí~íìëW=Å~êÇÜçäÇÉêJ
êÉîáÉïÉÇI=ëìéÉêîáëçêJêÉîáÉïÉÇI=çê=ÄçíÜK=kçíÉ=íÜ~í=êÉîáÉïÉÇ=íê~åë~Åíáçåë=~êÉ=äçÅâÉÇ=
~åÇ=ìåÉÇáí~ÄäÉK=

3 `äáÅâ View.=t~áí=Ñçê=íÜÉ=ëÅêÉÉå=íç=êÉÑêÉëÜ=~åÇ=Çáëéä~ó=íÜÉ=ëÉ~êÅÜ=êÉëìäíëK=

qÜÉêÉ=~êÉ=íïç=ï~óë=íç=ã~êâ=íê~åë~Åíáçåë=pìéÉêîáëçêJoÉîáÉïÉÇW=Äó=~ÅÅçìåí=~åÇ=Äó=é~ÖÉK=
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Mark Transactions by Account

1 Under Mark All Supervisor Review Flag? select a review option for each account:

• Reviewed - Marks all transactions associated with the account and within the 
selected date range as “Supervisor-Reviewed”.

• Not Reviewed - Clears the “Supervisor-Reviewed” status from all transactions 
associated with the account and within the selected date range.

• Ignore - No change to the current review status.

2 Click Apply to save. The reviewed and non-reviewed counts will be updated to 
reflect your changes. 

Mark Transactions By Page
vçì=ã~ó=Ü~îÉ=íÜÉ=çéíáçå=çÑ=ã~êâáåÖ=~ää=íê~åë~Åíáçåë=ëìãã~êáòÉÇ=çå=íÜÉ=é~ÖÉ=~ë=
“pìéÉêîáëçêJoÉîáÉïÉÇÒK=qÜáë=~ääçïë=óçì=íç=ã~ëë=ìéÇ~íÉ=íÜÉ=ëìéÉêîáëçêJêÉîáÉïÉÇ=ëí~íìë=
áå=çåÉ=ëíÉéK=kçíÉ=íÜ~í=áÑ=íê~åë~Åíáçåë=ëé~å=ãìäíáéäÉ=é~ÖÉëI=É~ÅÜ=é~ÖÉ=ãìëí=ÄÉ=êÉîáÉïÉÇ=
~åÇ=~ééäáÉÇ=ëÉé~ê~íÉäóK

Note: You must have the 
proper user authority (Allow 
Mass Updates) in order to mass 
update all transactions 
displayed on the page. 

fÑ=íÜáë=ÑìåÅíáçå~äáíó=áë=Çáë~ÄäÉÇI=óçì=Å~å=ëíáää=ìëÉ=íÜáë=é~ÖÉ=íç=êÉîáÉï=íê~åë~ÅíáçåëX=
ÜçïÉîÉêI=óçì=ãìëí=~ééäó=íÜÉ=åÉï=êÉîáÉï=ëí~íìë=çåÉ=~ÅÅçìåí=~í=~=íáãÉK=`äáÅâ=íÜÉ=
~ÅÅçìåí=äáåâ=íç=Öç=íç=íÜÉ=qê~åë~Åíáçå=pìãã~êó=ëÅêÉÉåK=

1 On the Account Approval screen, click one of the approval buttons:

• Select All Reviewed (button) - Marks all transactions summarized on the 
CURRENT PAGE as Supervisor-Reviewed. 

• Select All Not Reviewed (button) - Clears the Supervisor-Reviewed status from 
all transactions summarized on the CURRENT PAGE.

The Mark All Supervisor Review Flag? section will be updated with your selection. 

2 Click Apply to save the transactions summarized on the current page. If you have 
multiple pages, go to the next page and apply the review status as required. 
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Schedule Transaction Approval
Schedule Transaction Approval allows you to mass apply the supervisor-reviewed status 
to a range of transactions in just one step. You might use this option when you need to 
quickly approve and lock transactions for month-end or statement-end reporting and 
do not need to review each transaction individually. Transactions can be filtered by 
cardholder-reviewed status so that you can approve only those transactions that have 
been cardholder reviewed.

Transaction approval runs at regular intervals throughout the day. You can check the 
Schedule Summary screen to keep track of scheduled transaction approvals. When the 
approval has been processed, it will drop off the list. See "Schedule Summary" for 
details about editing, deleting, or modifying a scheduled process.

In order to use this option:

• On the Company Preferences screen, set View Supervisor Review Status to 
“Yes”.

• A user must have the “Allow Mass Updates” authority, which is included in 
the SYSTEM DEFAULT templates for supervisors, intermediate users, and 
other high-level users.

TIP: Use the Account Status 
Report for a summary of 
transactions pending 
cardholder review. Or, use the 
Account Approval Summary 
screen (Financial tab) for a 
summary of transaction counts 
by review status. 

To schedule a transaction approval

1 From the Financial tab, select Schedule Transaction Approval. The Schedule 
Transaction Approval screen displays.

2 Select the range of transactions by date.

If custom billing cycles are enabled, transactions can also be selected based on a 
billing cycle.

3 In Mark All Transactions, select the status that will be applied to all transactions in 
the date range: “Supervisor-Reviewed” or “Supervisor-Not Reviewed”.

4 In Choose Transactions, select the transactions that will be processed. For example, 
if “Cardholder-Reviewed” is selected, all transactions that have been cardholder 
reviewed will be processed. Transactions that have not been cardholder reviewed 
will be ignored.

5 Click Apply. The hierarchy displays.

6 From the hierarchy, select an account or entity to run the process. The Schedule 
Summary screen displays with the scheduled process added to the list.
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Purchase Log

Purchase Log allows cardholders to log and track the relevant details of corporate card 
purchases before the transaction data is available in the application. Purchase Log is an 
alternative to a paper-based log, which can easily be misplaced and difficult to manage. 
Purchases are maintained in the application and available for the duration of the 
company’s data retention period. Because the purchase log is maintained online in one 
location, managers and supervisors have easy access to review their users’ purchase 
logs.

Purchase Log Setup
To enable Purchase Log, on the Company Preferences screen, set Allow Purchase Log to 
“Yes”. Once Purchase Log is enabled at the company-level, all users in the company 
will have access to the Purchase Log functionality.

Purchase Log Account Summary
The Purchase Log Account Summary screen provides a high-level summary of matched 
and unmatched purchases for each account assigned to you.

1 From the Financial tab, select Purchase Log. The hierarchy displays.

2 Select an entity from the hierarchy. The Purchase Log Account Summary displays.

If you are a supervisor user, you will not see the hierarchy. You will automatically 
search your entire account list.

3 Use the date criteria to search for a range of purchases.

• View by specifies how the purchase will be selected: by Order Date or Created 
Date.

• Match Status filters the purchases that are marked as “Matched” or “Not 
Matched” to a transaction. It is only for the user’s information. The purchases 
are not automatically linked or matched to the actual transaction received in 
the application.

4 Click View. The Purchase Log Account Summary screen displays all accounts for 
the specified date range.
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To view a summary of purchases for an account, click the account. The Purchase 
Log Summary screen displays. See "Purchase Log Summary" for details.

Purchase Log Summary
The Purchase Log Summary screen provides a summary of all purchases logged for an 
account for a specified reporting period. Purchase log data is available for the duration 
of the company’s data retention period.

1 From the Purchase Log Account Summary screen (Financial > Purchase Log), click 
an account.

2 Use the date criteria to search for a range of purchases.

• View by specifies how the purchase will be selected: by Order Date or Created 
Date.

• Match Status filters the purchases that are marked as “Matched” or “Not 
Matched” to a transaction. It is only for the user’s information. The purchases 
are not automatically linked or matched to the actual transaction received in 
the application.

3 Click View. The Purchase Log search results display.
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A Click the Create New Log icon  to create a new Purchase Log.

B Click the Printable Version icon  to display the Purchase Log Detail Report in 
Portable Document Format (PDF).

C Click the Purchase Log Detail icon ( ) to display the Purchase Log Detail screen. 
See "Purchase Log Detail" for details.

D Match Status filters the purchases that are marked as “Matched” or “Not 
Matched” to a transaction. It is only for the user’s information. The purchases are not 
automatically linked or matched to the actual transaction received in the application.

E Purchases can be sorted by Order Date, Supplier Name, or Order Reference 
Code. Click the column header to re-sort the list.

F The VAT Amount field is available to users who need to track tax.

G Click the trash can icon ( ) to delete the purchase log.

Adding a Purchase Log

1 From the Purchase Log Summary screen, click the Create New Log  icon. The 
Purchase Log Detail screen displays.

2 Add the appropriate purchase information. See "Purchase Log Detail" for details.

3 Click Apply.

Deleting a Purchase Log

1 From the Purchase Log Summary screen, find the transaction that you want to 
delete.

2 Click the trash can icon ( ).

3 A dialog box displays to confirm that you want to delete the purchase. Click OK. 
The purchase is permanently deleted.

Modifying a Purchase Log

1 From the Purchase Log Summary screen, find the transaction that you want to 
modify.

2 Click the Purchase Log Detail icon ( ). The Purchase Log Detail screen displays.
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3 Change the purchase information accordingly. See "Purchase Log Detail" for details.

4 Click Apply.

Running a Purchase Log Detail Report
The Purchase Log Detail Report provides a printer-friendly version of the purchases 
displayed on the Purchase Log Summary screen. A signature line is provided at the end 
of the report for cardholder sign off and approval.

On the Purchase Log Summary screen, click . The report displays in Portable 
Document Format (PDF).

Signature Line
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Purchase Log Detail
The Purchase Log Detail captures the details of the purchase. Sixteen fields are 
available to capture a wide range of information regarding the purchase, which makes 
it easy to capture the information needed for reconciliation and audit. 

The purchase information is for the user’s information and will only display on the 
Purchase Log Summary and Purchase Log Detail Report. Options, such as Match Status 
and Goods Received, can be used to keep track of the status of a purchase or indicate 
when goods are received. The fields can be modified at anytime to update purchase 
information or status. The purchase will not be automatically linked or matched to the 
actual transaction received in the application.

Note: Fields marked with an 
asterisk (*) are required.

From the Purchase Log Summary screen, click the Purchase Log Details ( ) icon to 

modify a purchase or click the Create New Log  icon to create a new purchase. The 
Purchase Log Detail screen displays.

A Use Match Status to indicate whether the purchase has been matched to a 
transaction. The purchase will not be automatically matched to the actual transaction 
received in the application; the match status is only for your information.

B When Goods Received is checked, the Date Goods Received field is enabled.

C Purchase Currency defaults to the currency of the company.

D Click Apply to save the purchase information.
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Email

Use the Email option to send email messages to your assigned users on a monthly, 
weekly, or one-time basis. For example, you can schedule an email message to be sent 
on a monthly basis to remind cardholders to submit month-end expense reports.   

Email messages that are sent through the application are sent to the email addresses 
specified on the User Maintenance of your assigned users. Make sure that your users 
have set up valid email addresses for their user profiles. Email messages are sent to and 
retrieved from the user’s email application (For example, Microsoft Outlook).

Email Messages
_ÉÑçêÉ=óçì=Å~å=ëÅÜÉÇìäÉ=~å=Éã~áäI=óçì=ãìëí=ÅêÉ~íÉ=~å=Éã~áä=ãÉëë~ÖÉK=vçì=Å~å=ÅêÉ~íÉ=
ÖÉåÉêáÅ=ãÉëë~ÖÉë=~åÇ=ëÅÜÉÇìäÉ=íÜÉã=~ë=åÉÉÇÉÇI=çê=óçì=Å~å=ÅêÉ~íÉ=ãÉëë~ÖÉë=íç=êìå=~í=
êÉÖìä~ê=áåíÉêî~äëW=ïÉÉâäóI=ãçåíÜäó=çê=Ä~ëÉÇ=çå=ÄáääáåÖ=ÅóÅäÉ=EáÑ=~î~áä~ÄäÉFK=^ää=Éã~áä=
ãÉëë~ÖÉë=íÜ~í=óçì=ÅêÉ~íÉ=êÉã~áå=áå=íÜÉ=ëóëíÉã=ìåíáä=óçì=ÇÉäÉíÉ=íÜÉãK=

From the Reports tab, click Email. The Schedule Email screen displays. 

Creating an Email Message

1 Click Create Message. The Email Message: Creation screen displays.

2 In Message Subject, enter the subject line for your email message. 

3 In Message Content, enter your email message. 

4 To save the email message, click Apply. 
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Modifying an Email Message
You can modify only the messages that you created. 

1 In the Email Subject box, select the message you want to change. The message text 
displays under Email Message. 

2 Click Modify Message. The Email Message: Modification screen displays.

3 Edit the subject and message as needed.

4 Click Apply to save your changes.

Deleting an Email Message

1 In the Email Subject box, select the message you want to delete. The message text 
displays in Email Message. 

2 Click Delete Message. 

3 The system prompts you to confirm the deletion. Click OK.
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Schedule Email
vçì=Å~å=ìëÉ=íÜÉ=~ééäáÅ~íáçåÛë=Éã~áä=ÑìåÅíáçå=íç=ëÉåÇ=ãÉëë~ÖÉë=íç=óçìê=~ëëáÖåÉÇ=ìëÉêëK=
cçê=Éñ~ãéäÉI=óçì=Å~å=ëÉí=ìé=íÜÉ=Éã~áä=ëÅÜÉÇìäÉê=íç=ëÉåÇ=~=ïÉÉâäó=êÉãáåÇÉê=íç=~ää=çÑ=
óçìê=~ÅÅçìåí=ìëÉêë=íç=ëìÄãáí=bñéÉåëÉ=oÉéçêíëK=qÜÉ=ãÉëë~ÖÉ=áë=ëÉåí=íç=íÜÉ=~ÅíáîÉ=ìëÉêë=
~ëëáÖåÉÇ=íç=óçìÔóçì=ÇçåÛí=Ü~îÉ=ã~å~ÖÉ=çê=ÅêÉ~íÉ=ã~áäáåÖ=äáëíëK=

qÜÉ=Éã~áä=ëÅÜÉÇìäÉê=êìåë=íÜêÉÉ=íáãÉë=~=Ç~óW=O=^jI=S=^jI=~åÇ=NM=mj=rp=`pqK

To schedule an email message

1 From the Reports tab, click Email. The Schedule Email screen displays. 

2 In Step 1: Email Selection, select the message that you want to send. Highlight a 
message in Email Subject. 

In Recipients, select the users who will receive the email. For example, if you select 
“Cardholders”, the email message will be sent to all active account (cardholder) 
users assigned to you. 

3 In Step 2: Schedule Criteria, select when to send the message. If you want to send 
the same email on a weekly or monthly basis, select the day of the week or the day 
of the month that you want the email to be sent. In Weeks to Run or Months to Run, 
enter the duration. 

Recipients displays the 
user types that you can 
send messages to. For 
example, intermediates 
can send messages only 
to cardholder user 
types. 
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You can also schedule email messages around billing cycles if that option is 
available to you. The email message is sent on the last day of the selected billing 
cycle. 

• Click the Billing Cycle radio button and then select a billing cycle from the 
drop-down box. 

• If you need to delay sending the email message for a few days after the billing 
cycle, you can select the number of days from Schedule Offset. 

• Enter the duration of the schedule in Number of cycles to run.

4 In Step 3: Schedule Description, enter a description. The description is for your 
information and will display on the Schedule Summary screen. The description will 
not be added to your email correspondence. 

5 Click Apply to save the schedule. The Schedule Summary screen displays and 
shows the email schedule in the list. 
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Exports

vçì=Å~å=Éñéçêí=óçìê=íê~åë~Åíáçå=Ç~í~=íç=ìëÉ=áå=~=ëéêÉ~ÇëÜÉÉí=Ñçê=êÉîáÉï=çê=íç=áãéçêí=
áåíç=~åçíÜÉê=êÉéçêíáåÖ=~ééäáÅ~íáçåK=vçì=Å~å=ÅêÉ~íÉ=~å=Éñéçêí=ÑáäÉ=áå=êÉ~äJíáãÉI=çê=Ñçê=
ä~êÖÉê=ÑáäÉëI=ëÅÜÉÇìäÉ=íÜÉ=Éñéçêí=éêçÅÉëëK=

√ Real-time Export=J=`êÉ~íÉë=~å=Éñéçêí=ÑáäÉ=íÜ~í=óçì=Å~å=çéÉå=áå=íÜÉ=~ééäáÅ~íáçå=
çê=ë~îÉ=íç=óçìê=äçÅ~ä=ÇáêÉÅíçêóK

√ Scheduled Export=J=`êÉ~íÉë=~å=Éñéçêí=ÑáäÉ=~ë=~=ëÅÜÉÇìäÉÇ=éêçÅÉëë=~åÇ=éä~ÅÉë=
íÜÉ=ÑáäÉ=áå=óçìê=fåÄçñ=çå=íÜÉ=êìå=Ç~óK=

Export Templates 
tÜÉå=óçì=ÅêÉ~íÉ=çê=ëÅÜÉÇìäÉ=~å=Éñéçêí=ÑáäÉI=óçì=Å~å=ëéÉÅáÑó=íÜÉ=íê~åë~Åíáçå=Ç~í~=~åÇ=
Ñçêã~í=Äó=ëÉäÉÅíáåÖ=Ñêçã=ëÉîÉê~ä=ëí~åÇ~êÇ=Éñéçêí=íÉãéä~íÉëK=`ìëíçã=íÉãéä~íÉë=ã~ó=~äëç=
ÄÉ=~î~áä~ÄäÉ=áÑ=éêçîáÇÉÇ=Äó=óçìê=~Çãáåáëíê~íçêK

Standard Export Templates

Template Description File Format

All Available Fields All export fields.

This template is subject to change, as new fields 
may be added with each new release.

Text 

Financial XML All export fields, including addenda, splits, and cost 
allocation data. This template is subject to change, 
as new fields may be added with each new release.

XML

QuickBooks • Transaction amount
• Transaction date (MM/DD/CCYY)
• Expense description or adjustment description
• Merchant name
• Split transactions (when applicable) - includes 

split amount and split description

IIF

Quicken/Microsoft Money • Transaction amount
• Transaction date (MM/DD/CCYY)
• Expense description or adjustment description
• Merchant name
• Split transactions (when applicable) - includes 

split amount and split description

QIF
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Custom Export Setup
`ìëíçã=bñéçêí=pÉíìé=~ääçïë=óçì=íç=ÅìëíçãáòÉ=óçìê=Éñéçêí=ÑáäÉë=Äó=ÅêÉ~íáåÖ=óçìê=çïå=
íÉãéä~íÉK=pÉäÉÅí=íÜÉ=ÑáÉäÇë=óçì=ï~åí=íç=Éñéçêí=~åÇ=ëéÉÅáÑó=Üçï=óçì=ï~åí=íÜÉ=Éñéçêí=
Ç~í~=íç=ÄÉ=Ñçêã~ííÉÇK=`ìëíçã=Éñéçêí=íÉãéä~íÉë=Çáëéä~ó=~ë=~å=çéíáçå=çå=íÜÉ=pÅÜÉÇìäÉ=
bñéçêí=~åÇ=oÉ~äJíáãÉ=bñéçêí=ëÅêÉÉåëK=

bñéçêí=íÉãéä~íÉë=íÜ~í=óçì=ÅêÉ~íÉ=ïáää=ÄÉ=~î~áä~ÄäÉ=Ñçê=çíÜÉê=~ìíÜçêáòÉÇ=ìëÉêë=áå=óçìê=
Åçãé~åó=íç=ìëÉK=^ÅÅçìåíI=áåíÉêãÉÇá~íÉI=~åÇ=ëìéÉêîáëçê=ìëÉêë=Ü~îÉ=íÜÉ=~ìíÜçêáíó=íç=îáÉï=
`ìëíçã=bñéçêí=íÉãéä~íÉëI=Äìí=åçí=íç=ÅêÉ~íÉ=íÉãéä~íÉëK=

cêçã=íÜÉ=Reports=í~ÄI=ëÉäÉÅí=Custom Export SetupK=qÜÉ=`ìëíçã=bñéçêí=pÉíìé=ëÅêÉÉå=
Çáëéä~óëK

Adding a New Template

1 Click the Add Template radio button.

2 Enter a Template Description.

3 You can click Apply now, or you can continue defining the template options and 
then click Apply. See "Setting Export Options" for details.
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Setting Export Options
bñéçêí=léíáçåë=ëÉíë=íÜÉ=ÖÉåÉê~ä=Ñçêã~ííáåÖ=~åÇ=Ç~í~=Ñçê=íÜÉ=íÉãéä~íÉK

If you include different types 
of transactions in a single 
export file, use the 
FIN.Merchant Activity 
Code to identify the 
transaction types:

M - Transaction

A - Adjustment

N - Non-Card Transaction

Use the FIN.Transaction 
Split Indicator to identify 
transactions that have been 
split:

0 - Transaction not split

1 - Split Transaction

Export Options

Field Description

Export Format The file format of the exported data file. 

• Tab Delimited
• Comma Delimited
• Space Delimited
• Custom Delimited
• Excel Format
• Fixed Width
IMPORTANT: Excel exports are limited to 256 fields. 

Delimiter Used in combination with the Export Format. Enter an alphanumeric 
character (or symbol) to display as a delimiter.

Text Qualifier Adds double quotes or single quotes to text strings within the export 
file. For example, "Text" or 'Text'. 

Some text strings, such as expense descriptions or merchant names, 
may contain the specified text qualifier in the form of quotes or 
apostrophes. For example, the expense description: Dinner for Fred's 
retirement party. If you are exporting data using the ( ' ) single quote 
text qualifier, then the expense description would display as 'Dinner for 
Fred''s retirement party' (with a double apostrophe) in the export file.

When you open a delimited file in Microsoft Excel, the conversion to 
Excel format will remove any double apostrophes or quotes. If you are 
creating an Excel export with a Text Qualifier, you must manually 
remove any double quotes or apostrophes contained in the text string.

IMPORTANT: If you use the Text Qualifier with Fixed Width export 
formats, the qualifier will be calculated as part of the fixed width. As a 
result, the text string may be truncated. For example, if the fixed width 
of a field is 16 and the field contains ACME COPY CENTER, the field 
will be truncated in the exported file to: "ACME COPY CENT"

Line Separator Forces a “Carriage Return” or “Line Feed” at the end of a row.

Include Column Headings Indicates whether to include column headings in the exported file.
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Use Customer Reference Labels 
from assigned Lodged Card 
Template

Specifies how the export data will derive the customer reference labels 
that are included in the export:

“Yes” - The label from the lodged card template assigned to the 
account will be exported. 

“No” - The label provided by the processor will be exported. 

This option will display only when one or more lodged card templates 
have been created for the company. 

Header Text Text (up to 2000 characters) that displays at the top of the export file.

Trailer Text Text (up to 2000 characters) that displays at the bottom of the export 
file.

Credit Indicator An alphanumeric character that identifies "credit" values. The code 
will be applied to the FIN.Debit Credit Code export field. If Floating 
Debit Credit Indicator is set to “Yes”, the credit indicator will also be 
applied to amount fields. 

IMPORTANT: If the Credit Indicator and Debit Indicator fields are left 
blank, a default indicator will not be applied. As a result, you will not 
be able to distinguish debit transactions from credit transactions. 

Debit Indicator An alphanumeric character that identifies "debit" values. The code will 
be applied to the FIN.Debit Credit Code export field. If Floating Debit 
Credit Indicator is set to “Yes”, the debit indicator will also be applied 
to amount fields. 

Floating Debit Credit indicator Indicates whether the codes specified in the Credit Indicator and 
Debit Indicator fields will also be applied to amount fields. 

Date Format The format of dates in the exported data file.

Leading Zeros Indicates whether to add zeros to the beginning of numbers to make 
all numbers the same width.

Decimal Places The number of decimal places to display for numeric fields. 

Decimal Character The decimal character, period or comma, for numeric fields.

Include Merchant Transactions Indicates whether to include merchant transactions in the exported 
file. 

Include Adjustments Indicates whether to include account adjustments in the exported file. 

Include Non-Card Transactions Indicates whether to include non-card transactions in the exported file.

Include Splits Indicates whether to include split transactions in the exported file.

Export Options

Field Description
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Assigning Fields to the Template
^äãçëí=ÉîÉêó=ÑáÉäÇ=íÜ~í=óçì=ëÉÉ=áå=íÜÉ=~ééäáÅ~íáçå=áë=~î~áä~ÄäÉ=Ñçê=ÉñéçêíK=oÉÑÉê=íç=íÜÉ=
bñéçêí=cáÉäÇë=dìáÇÉ=Ñçê=ãçêÉ=áåÑçêã~íáçå=~Äçìí=íÜÉ=ÑáÉäÇëK=

1 Export fields are organized by data Table; for example, Account, Financial, 
Merchant, etc. To display all of the fields in a particular table, use the drop-down 
selection box to select a table. 

2 Fields in the Available box are available to export, but are not added to the 
template. 

3 The UP/DOWN arrows move fields between Available and Selected. Highlight the 
field you want to move and then click the UP or DOWN button. 

4 Fields in the Selected box have been added to the template. 

5 Use Move Up and Move Down buttons to set the order of the fields in the export 
file. Highlight a field and then click one of the buttons to move the position of the 
field. 

6 Click Apply to save the field selection.
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Setting Field Options
cáÉäÇ=léíáçåë=çîÉêêáÇÉë=íÜÉ=ÖÉåÉê~ä=bñéçêí=léíáçåë=~åÇ=~ééäáÉë=ëéÉÅáÑáÅ=Ñçêã~ííáåÖ=íç=
áåÇáîáÇì~ä=ÑáÉäÇë=áå=íÜÉ=íÉãéä~íÉK=

1 Click a field in the Selected box and the available options for that field display under 
Field Options.

2 In Field Options, specify the overriding options for the selected field.

3 Click Apply to save.

Field Options

Field Description

Custom Field Name Available only when you select a custom field. Enter a new field name.

Custom Field Value Available only when you select a custom field. Enter a value to display 
in the field.

Date Format The format for dates in the exported file.

Total Field Length Specifies the length of an export field. Most fields have a default field 
length; however, you can enter a custom length either longer or 
shorter than the default. 

If you enter a value smaller than the default field length, the field 
is truncated. Numeric values are truncated left to right; alphanumeric 
values are truncated right to left. Decimals represent one position. 

If you enter a value larger than the default field length, the field is 
padded with leading zeros for numeric fields, if the Leading Zeros 
option is "Yes". Alphanumeric fields are padded with spaces.

Start Position and End Position Specifies the portion of the field to extract. For example, you might use 
this option to extract a certain portion of a cost center code. 

If you use the Start/End Position option with Total Field Length, note 
that the Start/End Position is set AFTER the Total Field Length is 
calculated.

Leading Zeros (for numeric values Used in combination with Total Field Length for fields containing 
numbers. "Yes" pads numeric fields with zeros so that the entire field 
length is populated. (e.g. 295 becomes 00000295).

Decimal Character The decimal character, period or comma, for numeric fields.

Decimal Places The number of decimal places to display for numeric fields. 

The value ***** in a field indicates 
that the field option is not available 
for the selected field.
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Modifying a Template
vçì=Å~å=ãçÇáÑó=~=íÉãéä~íÉ=~í=~åó=íáãÉ=íç=~ÇÇI=êÉãçîÉI=çê=êÉÇÉÑáåÉ=íÉãéä~íÉ=çéíáçåëK=
tÜÉå=óçì=ãçÇáÑó=~=íÉãéä~íÉI=~åó=^`qfsb=Éñéçêí=ëÅÜÉÇìäÉ=íÜ~í=ìëÉë=íÜÉ=íÉãéä~íÉ=ïáää=
ÄÉ=~ìíçã~íáÅ~ääó=ìéÇ~íÉÇK=pÅÜÉÇìäÉë=íÜ~í=~êÉ=éÉåÇáåÖ=Eáå=íÜÉ=éêçÅÉëëáåÖ=èìÉìÉF=~í=íÜÉ=
íáãÉ=íÜÉ=íÉãéä~íÉ=áë=ãçÇáÑáÉÇI=ïáää=åçí=ÄÉ=ìéÇ~íÉÇK

In Modify Template, select the template that you want to modify. Wait for the screen to 
refresh and then change the template options. 

After you edit the template options, click Apply to save. 

Deleting a Template

1 In Modify Template, select the template that you want to delete.

2 Click the Delete Template radio button. 

3 Click Apply to permanently remove the template. 
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Real-time Export
rëÉ=íÜÉ=oÉ~äJíáãÉ=bñéçêí=çéíáçå=íç=ÅêÉ~íÉ=~å=Éñéçêí=ÑáäÉ=çåäáåÉK=cçê=ä~êÖÉ=Éñéçêí=ÑáäÉëI=
íÜÉ=ëóëíÉã=ã~ó=éêçãéí=óçì=íç=ëÅÜÉÇìäÉ=íÜÉ=ÉñéçêíK=

To run a real-time export

1 From the Reports tab, select Real-time Export. 

2 In Step1: Export Selection, select the export that you want to run. The template 
defines the fields and the formatting of the exported file. 

• Use Date Type to specify how transactions are selected for the export: by 
Posting Date or Transaction Date.

• Use Review Status to filter transactions by the transaction review status: 
cardholder-reviewed, supervisor-reviewed, or both. Note that reviewed 
transactions are locked and uneditable. 

3 In Step 2: Choose Date Range, use the Date Criteria option to select a range of 
transactions to include in the export.

• Data available starting shows the date at which transaction data is available for 
the account. The starting date is based on the data retention period that has 
been defined for the company. The starting date is not based on posting date 
or transaction date. 

4 In Step 3: Export Description, enter a description. If the export has to be scheduled, 
the description will identify this export on the Schedule Summary screen.

5 Click Apply. Select an entity from the hierarchy. 
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Downloading or opening a real-time export
When you create a real-time export, you will be prompted to open the file or save it to 
your local directory. 

A Click Open to open the file online. Once the file is open you can use the application’s 
Save As option to save the file to your local directory. 

B Select Save to save the file to your local directory before opening. 
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Schedule Export
rëÉ=íÜÉ=pÅÜÉÇìäÉ=bñéçêí=çéíáçå=íç=ÅêÉ~íÉ=ä~êÖÉ=Éñéçêí=ÑáäÉë=EçîÉê=NIMMM=êÉÅçêÇëF=çê=íç=
ÅêÉ~íÉ=~å=Éñéçêí=ÑáäÉ=çå=~=êÉÖìä~ê=Ä~ëáëI=ëìÅÜ=~ë=ÉîÉêó=ïÉÉâ=çê=ÉîÉêó=ãçåíÜK=pÅÜÉÇìäÉÇ=
Éñéçêíë=~êÉ=éä~ÅÉÇ=áå=óçìê=fåÄçñ=çåÅÉ=íÜÉó=~êÉ=ÖÉåÉê~íÉÇK=

To schedule an export

1 From the Reports tab, select Schedule Export. 

2 In Step 1: Export Selection, select the export that you want to schedule. The 
template defines the fields and the formatting of the exported file. 

• View by specifies how the transactions will be selected: by Posting Date or 
Transaction Date. 

• Use Review Status to filter transactions by the transaction review status: 
cardholder-reviewed, supervisor-reviewed, or both. Note that reviewed 
transactions are locked and uneditable. 

• Use the Notify Me At option to receive an email notification when your 
scheduled file is ready to download from the Inbox. Enter a valid email address 
in the text box. See "Email Notification for Scheduled Exports and Reports" for 
details.

3 Step 2: Schedule Criteria specifies the day and the frequency that the export will be 
run. See "Using the Report and Export Scheduler" for details on how to use the 
scheduler.

Use these options to flag 
exported transactions. 
See "Financial Export 
Flag" for details. 
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4 In Step 3: Schedule Description, enter a description. The description displays on the 
Schedule Summary screen to help you identify the export. 

5 Click Apply. Select an entity from the hierarchy. The Schedule Summary screen 
displays with your schedule added to the list. 

Financial Export Flag
qÜÉ=Ñáå~åÅá~ä=Éñéçêí=Ñä~Ö=Å~å=ÜÉäé=óçì=ÄÉííÉê=ã~å~ÖÉ=íê~åë~Åíáçå=Ç~í~=Äó=ã~êâáåÖ=
ÉñéçêíÉÇ=íê~åë~ÅíáçåëK=fí=áë=~å=áåî~äì~ÄäÉ=íççä=Ñçê=~Çãáåáëíê~íçêë=ïÜç=Éñéçêí=Ç~í~=íç=ìëÉ=
áå=~=Åçêéçê~íÉ=~ÅÅçìåíáåÖ=ëóëíÉã=~åÇ=åÉÉÇ=íç=âÉÉé=íê~Åâ=çÑ=ÉñéçêíÉÇ=Ç~í~K=

The export flag options are 
available only to the company 
administrator.

Flag Transactions During Export
vçì=Å~å=ã~êâ=íê~åë~Åíáçåë=~ë=ÉñéçêíÉÇ=~åó=íáãÉ=óçì=ëÅÜÉÇìäÉ=~å=Éñéçêí=EpÅÜÉÇìäÉ=
bñéçêí=ëÅêÉÉåFK=qÜÉ=Éñéçêí=Ñä~Ö=Å~å=ÄÉ=ìëÉÇ=~ë=~=ëÉäÉÅíáçå=ÅêáíÉêá~=Ñçê=ëìÄëÉèìÉåí=
ÉñéçêíëI=ã~âáåÖ=áí=É~ëó=íç=ÇáëíáåÖìáëÜ=ÄÉíïÉÉå=ÉñéçêíÉÇ=~åÇ=åçåJÉñéçêíÉÇ=íê~åë~ÅíáçåëK=
tÉ=êÉÅçããÉåÇ=íÜ~í=óçì=ìëÉ=íÜÉ=Éñéçêí=Ñä~Ö=ïáíÜ=çåäó=çåÉ=Éñéçêí=íÉãéä~íÉ=ëç=íÜ~í=
íê~åë~Åíáçåë=ã~êâÉÇ=~ë=“ÉñéçêíÉÇÒ=~êÉ=~ëëçÅá~íÉÇ=ïáíÜ=íÜÉ=ë~ãÉ=íóéÉ=çÑ=ÉñéçêíK=

Set the following options on the Schedule Export screen, and then complete the 
remaining schedule options as normal.

A Financials to Include allows you to select transactions based on whether they 
have been exported previously. 

B Use the Set Financial Export Flag? option to mark the transactions in the 
export file as "exported". You will see a check mark in the Exported Financial 
field on the Transaction Detail screen and the Split Transaction screen.

Flag Transactions on the Transaction Detail screen
^ë=~=Åçãé~åó=~Çãáåáëíê~íçêI=óçì=Å~å=ÅÜ~åÖÉ=íÜÉ=Éñéçêí=ëí~íìë=çÑ=~=ëáåÖäÉI=ÉÇáí~ÄäÉ=
íê~åë~Åíáçå=çå=íÜÉ=qê~åë~Åíáçå=aÉí~áä=ëÅêÉÉåK=líÜÉê=ìëÉêë=Å~å=îáÉï=íÜÉ=Éñéçêí=ëí~íìë=áÑ=
íÜÉó=Ü~îÉ=íÜÉ=“sáÉï=cáå~åÅá~ä=bñéçêí=cä~ÖÒ=~ìíÜçêáíóK=

Note: Exported Financial is also 
available for export: 
FIN.Exported Financial. See 
the Export Fields Guide for 
details. 

1 Check Exported Financial to mark the transaction as exported. 

2 Click Apply to save. 
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Reset Financial Export Flag
qÜÉ=Exported Financial ÅÜÉÅâ=Äçñ=çå=íÜÉ=qê~åë~Åíáçå=aÉí~áä=ëÅêÉÉå=Å~å=ÄÉ=ÅäÉ~êÉÇ=~í=
~åó=íáãÉ=Äó=ëÅÜÉÇìäáåÖ=oÉëÉí=cáå~åÅá~ä=bñéçêí=cä~ÖK=pÉäÉÅí=~=ê~åÖÉ=çÑ=íê~åë~Åíáçå=Ç~í~=
Ä~ëÉÇ=çå=~=Ç~íÉ=ê~åÖÉ=~åÇ=ÜáÉê~êÅÜó=ÉåíáíóK=

qÜÉ=éêçÅÉëë=êìåë=çîÉêåáÖÜíK=vçì=Å~å=ÅÜÉÅâ=íÜÉ=pÅÜÉÇìäÉ=pìãã~êó=ëÅêÉÉå=íç=âÉÉé=íê~Åâ=
çÑ=éêçÅÉëëáåÖK=tÜÉå=íÜáë=éêçÅÉëëáåÖ=àçÄ=Ü~ë=êìåI=áí=ïáää=Çêçé=çÑÑ=íÜÉ=äáëíK=

TIP: Company administrators 
can clear the export flag for a 
single transaction directly on 
the Transaction Detail screen. 
On an unlocked transaction, 
“uncheck” the Exported 
Financial check box. See "Flag 
Transactions on the Transaction 
Detail screen" for details. 

To reset the financial export flag

1 cêçã=íÜÉ=Reports=í~ÄI=ëÉäÉÅí=Reset Financial Export FlagK=

2 pÉäÉÅí=~=ê~åÖÉ=çÑ=íê~åë~Åíáçåë=íç=éêçÅÉëëK

3 `äáÅâ=ApplyK=qÜÉ=ÜáÉê~êÅÜó=Çáëéä~óëK=

4 pÉäÉÅí=~å=Éåíáíó=Ñêçã=íÜÉ=ÜáÉê~êÅÜóW=~ÅÅçìåíI=áåíÉêãÉÇá~íÉ=çê=Åçãé~åóK=låäó=íÜçëÉ=
íê~åë~Åíáçåë=~ëëçÅá~íÉÇ=ïáíÜ=íÜÉ=ëÉäÉÅíÉÇ=Éåíáíó=ïáää=ÄÉ=éêçÅÉëëÉÇ=íç=ÅäÉ~ê=íÜÉ=Éñéçêí=
Ñä~ÖK=

Reset Financial Export Flag=áë=~ÇÇÉÇ=íç=íÜÉ=pÅÜÉÇìäÉ=pìãã~êó=ëÅêÉÉå=~åÇ=ïáää=ÄÉ=
éêçÅÉëëÉÇ=çîÉêåáÖÜí=Erp=`pqFK
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Reports

rëÉ=êÉéçêíë=íç=ÅçãéáäÉ=íê~åë~Åíáçå=Ç~í~=áåíç=ÇáÑÑÉêÉåí=Ñçêã~íë=Ä~ëÉÇ=çå=ëìééäáÉêëI=
~ÅÅçìåí=ÉñéÉåëÉëI=~ÅÅçìåí=ÅçÇÉëI=ÉíÅK=vçì=Å~å=êìå=~=êÉéçêí=áå=êÉ~äJíáãÉ=çê=ìëÉ=íÜÉ=
êÉéçêí=ëÅÜÉÇìäÉê=íç=ëÅÜÉÇìäÉ=êÉéçêíë=çå=~=çåÉJíáãÉI=ãçåíÜäó=çê=ïÉÉâäó=Ä~ëáëK=

Report Formats
tÜÉå=óçì=êìå=~=êÉéçêí=áå=êÉ~ä=íáãÉ=Eoìå=oÉéçêíëFI=óçì=Å~å=ÅÜççëÉ=íÜÉ=çìíéìí=Ñçêã~íW

Screen Version (HTML)
The screen version is formatted for online viewing.

To view the PDF 
version, click the 
Printable Version 
icon.
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Print Version (PDF)
qÜÉ=mêáåí=sÉêëáçå=áë=Ñçêã~ííÉÇ=áå=éêáåíÉêJÑêáÉåÇäó=mçêí~ÄäÉ=açÅìãÉåí=cçêã~í=EmacFI=vçì=
ïáää=åÉÉÇ=^ÇçÄÉ=^ÅêçÄ~í=oÉ~ÇÉê=RKM=çê=ÜáÖÜÉê=áå=çêÇÉê=íç=çéÉå=íÜÉ=ÑáäÉK=^ÅêçÄ~í=oÉ~ÇÉê=
áë=~î~áä~ÄäÉ=ÑêÉÉ=çÑ=ÅÜ~êÖÉ=Ñêçã=ïïïK~ÇçÄÉKÅçãK=

For best results, we recommend that you disable Web Browser integration. See 
"Disabling Web Browser Integration in Internet Explorer" for details. 

Run Reports
rëÉ=oìå=oÉéçêíë=íç=ÅêÉ~íÉ=çåäáåÉ=çê=mac=êÉéçêíë=áå=êÉ~äJíáãÉK=qÜáë=çéíáçå=áë=íóéáÅ~ääó=
ìëÉÇ=ïáíÜ=ëã~ääÉê=êÉéçêíë=ïáíÜ=äÉëë=íÜ~å=NIMMM=êÉÅçêÇëK=tÜÉå=óçì=êìå=~=êÉéçêí=íÜ~í=
Åçåí~áåë=ãçêÉ=íÜ~å=NIMMM=êÉÅçêÇëI=íÜÉ=ëóëíÉã=ïáää=éêçãéí=óçì=íç=ëÅÜÉÇìäÉ=íÜÉ=êÉéçêíK=
lêI=óçì=Å~å=Öç=Ä~Åâ=íç=íÜÉ=oìå=oÉéçêíë=ëÅêÉÉåI=êÉÇÉÑáåÉ=íÜÉ=êÉéçêí=ÅêáíÉêá~=~åÇ=êìå=~=
ëã~ääÉê=êÉéçêíK=

oÉéçêíë=íÜ~í=~êÉ=~ìíçã~íáÅ~ääó=ëÅÜÉÇìäÉÇ=ïáää=ÄÉ=éêçÅÉëëÉÇ=~í=ëÉîÉê~ä=íáãÉë=íÜêçìÖÜçìí=
íÜÉ=Ç~óK=^=mac=îÉêëáçå=çÑ=íÜÉ=êÉéçêí=ïáää=ÄÉ=éä~ÅÉÇ=áå=óçìê=fåÄçñK=

To run a report

1 From the Reports tab, select Run Reports.

2 Under Report Selection, select the report that you want to run. Only reports that 
have been made available to you display in the list. 

Use these Acrobat menu options to 
save or print the report. 
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3 Under Report Format, indicate how the report will display in your browser window: 

• Screen Version (HTML) - displays the report online in your browser window.

• Print Version (PDF) - displays the report in Adobe Portable Document Format.

4 Select a Date Criteria option to define the range of transactions that you want to 
include in the report.

5 If you are running the Expense Report, Cost Allocation Detail Report, or Cost 
Allocation Summary Report, you can use the Report Filter to filter transactions 
based on review status. 

For example, by selecting the “Cardholder-Reviewed” option, the report will 
contain all transactions in the report date range that have been marked cardholder-
reviewed. If a transaction is both cardholder-reviewed and supervisor-reviewed, the 
transaction will be included in the report based on its cardholder-reviewed status. 

6 Click Run. 

Select an entity from the hierarchy. The report will display in the format you 
selected. 
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Schedule Report
rëÉ=íÜÉ=pÅÜÉÇìäÉ=oÉéçêí=çéíáçå=íç=ÅêÉ~íÉ=ä~êÖÉê=êÉéçêíë=EçîÉê=NIMMM=êÉÅçêÇëF=çê=íç=ÅêÉ~íÉ=
~=êÉéçêí=çå=~=ïÉÉâäó=çê=ãçåíÜäó=Ä~ëáëK=cçê=Éñ~ãéäÉI=áÑ=óçì=åÉÉÇ=íç=ëìÄãáí=~å=bñéÉåëÉ=
oÉéçêí=ÉîÉêó=ãçåíÜI=óçì=Å~å=ëÉí=ìé=íÜÉ=êÉéçêí=ëÅÜÉÇìäÉê=íç=~ìíçã~íáÅ~ääó=ÖÉåÉê~íÉ=íÜÉ=
êÉéçêí=çå=íÜÉ=ë~ãÉ=Ç~ó=É~ÅÜ=ãçåíÜK=qÜÉ=êÉéçêí=áë=ÅêÉ~íÉÇ=áå=mac=~åÇ=éä~ÅÉÇ=áå=óçìê=
fåÄçñK=

To schedule a report

1 From the Reports tab, select Schedule Report. 

2 Under Step 1: Report Selection, select the report that you want to run.

• View by specifies how the transactions will be selected: by Posting Date or 
Transaction Date. 

• Use the Notify Me At option to receive an email notification when your 
scheduled file is ready to download from the Inbox. Enter a valid email address 
in the text box. See "Email Notification for Scheduled Exports and Reports" for 
details.

3 If you are scheduling the Expense Report, Cost Allocation Detail Report, or Cost 
Allocation Summary Report, you can use the Report Filter to filter transactions 
based on review status. 

Use these options to 
schedule reports for 
cardholder users. See 
"Scheduling Reports for 
Cardholders" for details.
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For example, by selecting the “Cardholder-Reviewed” option, the report will 
contain all transactions in the report date range that have been marked cardholder-
reviewed. If a transaction is both cardholder-reviewed and supervisor-reviewed, the 
transaction will be included in the report based on its cardholder-reviewed status. 

4 Step 2: Schedule Criteria specifies the day and the frequency that the report will be 
run. See "Using the Report and Export Scheduler" for details on how to use the 
scheduler.

5 Under Step 3: Schedule Description, enter a description that will help you identify 
the report in the schedule summary.

6 Click Apply. 

Select an entity from the hierarchy. The Schedule Summary displays with your 
schedule added to the list. 

Schedule Summary
qÜÉ=pÅÜÉÇìäÉ=pìãã~êó=ëÅêÉÉå=Çáëéä~óë=~=äáëí=çÑ=óçìê=~ÅíáîÉ=~åÇ=éÉåÇáåÖ=ëÅÜÉÇìäÉëK=
tÜÉå=óçì=ëÅÜÉÇìäÉ=~å=áíÉãI=íÜÉ=pÅÜÉÇìäÉ=pìãã~êó=ëÅêÉÉå=Çáëéä~óë=~=äáëí=çÑ=óçìê=
ÅìêêÉåí=ëÅÜÉÇìäÉëK=

√ Active=ëÅÜÉÇìäÉë=ïáää=êìå=çå=íÜÉ=Next Run Date=~ë=Çáëéä~óÉÇ=çå=íÜÉ=pÅÜÉÇìäÉ=
pìãã~êó=ëÅêÉÉåK

√ Pending=ëÅÜÉÇìäÉë=~êÉ=áå=íÜÉ=éêçÅÉëëáåÖ=èìÉìÉK

√ låÅÉ=~=ëÅÜÉÇìäÉ=áë=éêçÅÉëëÉÇI=áí=Çêçéë=çÑÑ=íÜÉ=äáëíK=
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cêçã=íÜÉ=Reports=í~ÄI=ëÉäÉÅí=Schedule SummaryK=

Changing a Schedule
vçì=Å~å=ÅÜ~åÖÉ=óçìê=“^ÅíáîÉÒ=ëÅÜÉÇìäÉë=~í=~åó=íáãÉ=éêáçê=íç=éêçÅÉëëáåÖK=pÅÜÉÇìäÉë=ïáíÜ=
~=“mÉåÇáåÖÒ=ëí~íìë=Å~ååçí=ÄÉ=ÉÇáíÉÇK=

fÑ=óçì=ÅÜ~åÖÉ=íÜÉ=Ç~íÉ=ê~åÖÉ=çÑ=~=ëÅÜÉÇìäÉI=íÜÉ=êìå=Ç~íÉë=~êÉ=êÉÅ~äÅìä~íÉÇ=Ä~ëÉÇ=çå=
óçìê=åÉï=Ç~íÉëK=^ÑíÉê=óçì=ë~îÉ=íÜÉ=ëÅÜÉÇìäÉI=óçì=ïáää=ëÉÉ=íÜÉ=åÉï=Ç~íÉë=çå=íÜÉ=
pÅÜÉÇìäÉ=pìãã~êó=ëÅêÉÉåK=

Note: If you change the 
parameters of a monthly 
schedule during the schedule 
offset period, the dates will be 
recalculated and the scheduled 
item will run the next month. 
For example: A monthly report 
is scheduled for the 1st of the 
month through the end of the 
month and has a schedule 
offset of 5. The report is 
scheduled to run on June 5th. If 
you edit the schedule during 
the schedule offset, June 1st 
through the 5th, the schedule 
will be recalculated and report 
will run on July 5th instead of 
June 5th. 

A On the Schedule Summary screen, click the Detail icon. The schedule screen will 
display, which will allow you to change the schedule criteria. Refer to the appropriate 
section in this documentation for details on how to fill out the schedule screen.

B The Status indicates whether the scheduled item is in the processing queue 
(Pending) or awaiting to run on the next run day (Active).

Deleting a Schedule
vçì=Å~å=ÇÉäÉíÉ=~åó=çÑ=óçìê=“^ÅíáîÉÒ=ëÅÜÉÇìäÉëK=

1 On the Schedule Summary screen, click the Delete icon.

2 A dialog box displays to confirm that you want to delete the schedule. Click OK to 
permanently remove the schedule.
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Using the Report and Export Scheduler
vçì=Å~å=ìëÉ=íÜÉ=ëÅÜÉÇìäÉê=íç=éêçÅÉëë=êÉéçêíë=~åÇ=Éñéçêíë=çå=~=çåÉ=íáãÉI=ïÉÉâäóI=çê=
ãçåíÜäó=Ä~ëáëK=vçì=Å~å=~äëç=ëÅÜÉÇìäÉ=ÑáäÉë=~êçìåÇ=ÄáääáåÖ=ÅóÅäÉë=áÑ=íÜ~í=çéíáçå=áë=
~î~áä~ÄäÉ=íç=óçìK=

rëÉ=íÜÉ=ÑçääçïáåÖ=éêçÅÉÇìêÉë=íç=ëÉí=íÜÉ=ëÅÜÉÇìäÉ=ÅêáíÉêá~=Ñçê=Éñéçêíë=~åÇ=êÉéçêíëW

One Time

Use the From Date and To Date to select the range of transaction data. If the To Date has 
passed, the schedule will be run at the next processing interval. If the To Date is in the 
future, the schedule will run the day after the To Date. 

Weekly Range

• Use From Day and To Day to select a range of transactions. The report will run 
the day after the To Day.

• In Weeks to run, specify the duration of the schedule. 

Example

You scheduled the 
item on... From Day To Day

Weeks to 
Run

Processing 
Date Data Range

Tuesday, June 8 Monday Sunday 4 Monday, June 
14

June 7-13

Monday, June 
21

June 14-20

Monday, June 
28

June 21-27

Monday, July 5 June 28-July 4
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Monthly Range

• Use From Date and To Date to select a range of transactions. The schedule will 
run the day after the To Date, unless you specify a Schedule Offset. 

• Use Schedule Offset to delay processing for up to 15 days after the end of the 
reporting period. You might use this option to allow sufficient time for the 
transactions to be loaded into the system. An offset of five days is recommended. 
When an offset is used, the run date is calculated by adding the number of offset 
days to the normal process date (the day after the To Date). 

• In Months to run, specify the duration of the schedule.

Billing Cycle

• Select a cycle from the Billing Cycle drop-down box. The schedule will run the 
day after the last day of the billing cycle, unless you specify a value in the 
Schedule Offset field. 

• Use Schedule Offset to delay processing for up to 15 days after the end of the 
billing cycle. When an offset is used, the run date is calculated by adding the 
number of offset days to the normal process date (the day after the end of the 
billing cycle). An offset of five days is recommended.

• In Number of cycles to run, specify the duration of the schedule.

Example

You 
scheduled 
the item on...

From 
Date To Date

Schedule 
Offset

Months to 
Run

Processing 
Date Data Range

February 10 1 end of the 
month

0 3 March 1 February 1-28 
(29)

April 1 March 1-31

May 1 April 1-30

May 15 1 end of the 
month

5 3 June 6 May 1-31

July 6 June 1-30

August 6 July 1-31

Example

You 
scheduled 
the item on... Billing Cycle

Schedule 
Offset

Cycles 
to Run

Processing 
Date Data Range

August 9 September 
2002 

5 2 October 4 August 29-September 28, 
2002 (September 2002 
billing cycle)

November 3 September 29- October 28 
(October 2002 billing cycle)
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Scheduling Reports or Exports for Past Billing Cycles
oÉéçêíë=~åÇ=Éñéçêíë=ëÅÜÉÇìäÉÇ=Ñçê=é~ëí=ÄáääáåÖ=ÅóÅäÉë=~êÉ=éêçÅÉëëÉÇ=ÇìêáåÖ=íÜÉ=åÉñí=
ëÅÜÉÇìäÉÇ=êìå=íáãÉëK=cçê=Éñ~ãéäÉI=áÑ=~=ëÅÜÉÇìäÉ=áë=ëÉí=ìé=íç=êìå=Ñçê=íÜêÉÉ=ÄáääáåÖ=ÅóÅäÉë=
áå=íÜÉ=é~ëíI=íÜÉ=áíÉãë=ïáää=ÄÉ=éêçÅÉëëÉÇ=ÇìêáåÖ=íÜÉ=åÉñí=íÜêÉÉ=ÅçåëÉÅìíáîÉ=êìå=íáãÉëK=
qÜÉ=pÅÜÉÇìäÉ=lÑÑëÉí=ÑáÉäÇI=áÑ=éçéìä~íÉÇI=áë=áÖåçêÉÇK=qÜÉ=pÅÜÉÇìäÉ=pìãã~êó=ïáää=ëÜçï=
íÜÉ=áíÉã=~ë=ëÅÜÉÇìäÉÇ=Ñçê=~=é~ëí=Ç~íÉI=~äíÜçìÖÜ=íÜÉ=áíÉã=ïáää=ÄÉ=éêçÅÉëëÉÇ=~í=íÜÉ=åÉñí=
ëÅÜÉÇìäÉÇ=êìå=íáãÉK=

Email Notification for Scheduled Exports and Reports
tÜÉå=óçì=ëÅÜÉÇìäÉ=~=êÉéçêí=çê=ÉñéçêíI=óçì=Å~å=ëÉí=ìé=íÜÉ=ëÅÜÉÇìäÉê=íç=ëÉåÇ=óçì=~å=
Éã~áä=åçíáÑáÅ~íáçå=ïÜÉå=óçìê=ëÅÜÉÇìäÉÇ=êÉéçêí=çê=Éñéçêí=áë=êÉ~Çó=íç=Ççïåäç~Ç=Ñêçã=íÜÉ=
~ééäáÅ~íáçåÛë=fåÄçñK=qÜáë=çéíáçå=áë=áÇÉ~ä=Ñçê=ïÉÉâäó=~åÇ=ãçåíÜäó=êÉéçêíë=çê=ÉñéçêíëK=

To specify email notification

On the Schedule Exports screen or Schedule Report screen, enter a valid email address in 
the Notify Me At text box (Step 1). Complete the schedule as normal.

When the report or export is added to your Inbox (in this application), you will receive an 
email message indicating that the file is ready to download. Note that the email message 
is sent to your email application (for example, Microsoft Outlook, Lotus Notes), which is 
separate from this application.
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Scheduling Reports for Cardholders
qÜÉ=dÉåÉê~íÉ=oÉéçêí=Ñçê=çéíáçå=çå=íÜÉ=pÅÜÉÇìäÉ=oÉéçêí=ëÅêÉÉå=~ääçïë=óçì=íç=ëÅÜÉÇìäÉ=
ãçåíÜäó=êÉéçêíë=Ñçê=~ÅÅçìåí=ìëÉêë=áå=íÜÉ=Åçãé~åóK=vçì=ãáÖÜí=ìëÉ=íÜáë=çéíáçå=áÑ=óçì=Çç=
åçí=Éå~ÄäÉ=~ÅÅçìåí=ìëÉêë=íç=êìå=êÉéçêíëI=Äìí=óçì=ï~åí=É~ÅÜ=Å~êÇÜçäÇÉê=íç=ëìÄãáí=~=
ãçåíÜäó=ÉñéÉåëÉ=êÉéçêíK=låÅÉ=íÜÉ=êÉéçêí=êìåëI=íÜÉ=Å~êÇÜçäÇÉê=çåäó=Ü~ë=íç=äçÖáå=íç=íÜÉ=
~ééäáÅ~íáçå=~åÇ=Ççïåäç~Ç=íÜÉ=êÉéçêí=Ñêçã=íÜÉáê=fåÄçñK=^ë=~=Åçãé~åó=~Çãáåáëíê~íçêI=óçì=
ïáää=êÉÅÉáîÉ=~=ÅçåëçäáÇ~íÉÇ=êÉéçêí=çÑ=~ää=~ÅÅçìåíë=áå=íÜÉ=Åçãé~åóK=

IMPORTANT!    You can schedule 
reports only for an account user 
who has a valid user ID. You 
cannot schedule reports for 
individuals without a valid user 
ID.

Special Considerations
tÜÉå=ÖÉåÉê~íáåÖ=êÉéçêíë=Ñçê=çíÜÉê=ìëÉêëI=ÅçåëáÇÉê=íÜÉ=ÑçääçïáåÖW

√ qÜÉ=ëÅÜÉÇìäÉÇ=êÉéçêí=ïáää=åçí=ÄÉ=äáëíÉÇ=áå=íÜÉ=Å~êÇÜçäÇÉê=ìëÉêDë=pÅÜÉÇìäÉ=
pìãã~êóK

√ få=óçìê=pÅÜÉÇìäÉ=pìãã~êóI=~=êÉÇ=ÇÉí~áä=áÅçå=E F=ïáää=áåÇáÅ~íÉ=íÜ~í=íÜÉ=êÉéçêí=
Ü~ë=ÄÉÉå=ëÅÜÉÇìäÉÇ=Ñçê=çíÜÉê=ìëÉêëK

√ vçì=Å~å=ëÅÜÉÇìäÉ=êÉéçêíë=çåäó=Ñçê=^`qfsb=~ÅÅçìåí=ìëÉêëK=^=ìëÉê=fa=íÜ~í=Ü~ë=
ÄÉÉå=äçÅâÉÇ=áë=ëíáää=ÅçåëáÇÉêÉÇ=~ÅíáîÉ=~åÇ=ïáää=êÉÅÉáîÉ=íÜÉ=ëÅÜÉÇìäÉÇ=êÉéçêí=áå=
íÜÉ=fåÄçñK=

√ vçì=Å~å=ÖÉåÉê~íÉ=êÉéçêíë=çåäó=Ñçê=~=ãçåíÜäó=ëÅÜÉÇìäÉ=çê=Ñçê=ÄáääáåÖ=ÅóÅäÉëK=

√ tÜÉå=íÜÉ=êÉéçêí=êìåëI=óçì=ïáää=êÉÅÉáîÉ=~=ÅçåëçäáÇ~íÉÇ=êÉéçêí=íÜ~í=Åçåí~áåë=
Ç~í~=Ñçê=~ää=~ÅÅçìåíëK=

Scheduling Reports for ALL Cardholders in the Company
=

1 On the Schedule Report screen under Generate Report for, click the All 
Cardholders radio button.

Email Notification to Cardholders lets you notify the selected cardholders via 
email when scheduled reports are ready to download from the Inbox. Users will be 
notified via the email address entered in their user profile (User Maintenance screen).

2 Fill out the rest of the Schedule Report screen as normal.
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Scheduling Reports for Selected Cardholders

1 On the Schedule Report screen under Generate Report for, click the Individual 
Cardholder User IDs radio button.

2 In User ID, enter an ACTIVE user ID.

3 Click Select User to add the user ID to Selected User IDs. When you schedule the 
report, all users listed will receive the report in their Inboxes.

4 To remove a user from Selected User IDs. Highlight the user and then click Remove 
User. 

Email Notification to Cardholders lets you notify the selected cardholders via 
email when scheduled reports are ready to download from the Inbox. Users will be 
notified via the email address entered in their user profile (User Maintenance screen).

5 Fill out the rest of the Schedule Report screen as normal.
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Report Preferences
oÉéçêí=mêÉÑÉêÉåÅÉë=~ääçï=óçì=íç=ÅìëíçãáòÉ=íÜÉ=qê~åë~Åíáçå=^ãçìåí=pìãã~êó=ëÉÅíáçå=çÑ=
íÜÉ=`~êÇ=mêçÖê~ã=^å~äóëáë=êÉéçêíK=

vçì=Å~å=ÇÉÑáåÉ=íÜÉ=ê~åÖÉ=çÑ=íê~åë~Åíáçå=~ãçìåíëK=tÜÉå=óçì=êìå=íÜÉ=êÉéçêíI=íÜÉ=åìãÄÉê=
~åÇ=éÉêÅÉåí~ÖÉ=çÑ=íê~åë~Åíáçåë=ïáää=ÄÉ=Å~äÅìä~íÉÇ=Ä~ëÉÇ=çå=óçìê=ëéÉÅáÑáÉÇ=ê~åÖÉK=

To set report preferences

1 cêçã=íÜÉ=Company=í~ÄI=ëÉäÉÅí=Report PreferencesK

2 båíÉê=î~äìÉë=áå=íÜÉ=From Amount=~åÇ=To Amount=ÑáÉäÇëK

3 `äáÅâ=Apply íç=ë~îÉK=
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Supplier

pìééäáÉêë=éêçîáÇÉ=~=ï~ó=çÑ=~ëëçÅá~íáåÖ=ëÉîÉê~ä=ìåáèìÉI=Äìí=ëáãáä~ê=ãÉêÅÜ~åíë=ìåÇÉê=çåÉ=
é~êÉåí=êÉÅçêÇ=áå=çêÇÉê=íç=Öêçìé=íê~åë~Åíáçåë=~åÇ=~ëëáÖå=Ç~í~K=pìééäáÉêë=~êÉ=ÉëéÉÅá~ääó=
ìëÉÑìä=Ñçê=~ëëçÅá~íáåÖ=ëáãáä~ê=ãÉêÅÜ~åíë=íÜ~í=Çáëéä~ó=áå=íÜÉ=~ééäáÅ~íáçå=~ë=ÇáëíáåÅí=
ãÉêÅÜ~åíëK=cçê=Éñ~ãéäÉI=áå=íÜÉ=~ééäáÅ~íáçåI=^_`=e~êÇï~êÉ=NOP=~åÇ=^_`=e~êÇï~êÉ=QRS=
ÄÉäçåÖ=íç=íÜÉ=ë~ãÉ=ÅÜ~áåI=Äìí=~êÉ=êÉÅçÖåáòÉÇ=~ë=ÇáÑÑÉêÉåí=ãÉêÅÜ~åíëK=rëáåÖ=~=ëìééäáÉê=
êÉÅçêÇI=óçì=Å~å=Ñçêã=~å=~ëëçÅá~íáçå=ÄÉíïÉÉå=~ää=çÑ=íÜÉ=^_`=e~êÇï~êÉ=ëíçêÉ=ãÉêÅÜ~åíë=
ìåÇÉê=çåÉ=^_`=e~êÇï~êÉ=êÉÅçêÇK=vçì=Å~å=~ëëçÅá~íÉ=ãÉêÅÜ~åíë=ìëáåÖ=~=ÑáäíÉêI=ëìÅÜ=~ë=
íÜÉ=ãÉêÅÜ~åí=å~ãÉ=çê=ìëáåÖ=~=ãÉêÅÜ~åí=Å~íÉÖçêó=ÅçÇÉ=Ej``FK

pìééäáÉê=êÉÅçêÇë=Åçåí~áå=~=di=ÅçÇÉ=íÜ~í=óçì=Å~å=ìëÉ=íç=ëéÉÅáÑó=~=ÇÉÑ~ìäí=di=ÅçÇÉ=íç=
~ëëçÅá~íÉ=ïáíÜ=íÜÉ=ëìééäáÉêK=qÜÉ=ÅçÇÉ=áë=~ééÉåÇÉÇ=íç=íê~åë~Åíáçåë=~ëëçÅá~íÉÇ=ïáíÜ=íÜÉ=
ëìééäáÉêK=aÉÑ~ìäí=ÅçÇÉë=~êÉ=~ééäáÉÇ=~í=íê~åë~Åíáçå=äç~Ç=íáãÉ=çê=ïÜÉå=óçì=Åçëí=~ääçÅ~íÉ=
íê~åë~ÅíáçåëK=

The default Supplier GL Code is 
automatically assigned to 
transactions, which you can view 
on the financial screens. 

Transaction Summary

When a supplier is associated 
with a transaction, a link to the 
supplier record displays on the 
Transaction Detail screen.

Transaction Detail
Copyright 2005 MasterCard International



COMPANY GUIDE 6.3.3152
Supplier
Supplier Implementation

Company Preferences Set Use Suppliers to “Yes”.

Authorities View Supplier Allows the user to 

• View the supplier associated with a merchant 
(Transaction Detail screen).

• View a supplier record associated with a merchant 
(Merchant Detail screen).

• Run or schedule the Supplier Transaction Detail Report 
and Merchant Supplier Summary Report.

Create Supplier Allows the user to create a supplier record and schedule 
supplier association processing.

Update Supplier Allows the user to edit a supplier record and schedule 
supplier association processing.

Delete Supplier Allows the user to delete a supplier record. 

Other Setup Create supplier records - The company administrator creates supplier records 
to define the criteria for associating merchants, set default supplier GL data, and 
record supplier contact informationK=

Schedule supplier association processing - Use supplier association 
processing to update existing transactions when you change the supplier-
merchant association of a supplier or when you add a new supplier. 
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Supplier Setup
pìééäáÉê=êÉÅçêÇë=éêçîáÇÉ=íÜÉ=ÇÉí~áäë=çÑ=íÜÉ=ëìééäáÉê=~ë=ïÉää=~ë=íÜÉ=ÇÉÑáåÉ=Üçï=ãÉêÅÜ~åíë=
~êÉ=~ëëçÅá~íÉÇ=ïáíÜ=íÜÉ=ëìééäáÉêK=vçì=Å~å=ÅêÉ~íÉ=ÇáÑÑÉêÉåí=ëìééäáÉê=êÉÅçêÇë=Ñçê=É~ÅÜ=ÑáêëíJ
äÉîÉä=áåíÉêãÉÇá~íÉ=áå=íÜÉ=ÜáÉê~êÅÜóK=qÜáë=~ääçïë=óçì=íç=~ëëáÖå=ÇáÑÑÉêÉåí=ëìééäáÉêë=~åÇ=di=
áåÑçêã~íáçå=íç=ÇáÑÑÉêÉåí=ÇÉé~êíãÉåíë=çê=Öêçìéë=ïáíÜáå=óçìê=çêÖ~åáò~íáçåK=

To create a new supplier

1 cêçã=íÜÉ=Financial=í~ÄI=ëÉäÉÅí=Supplier SetupK=qÜÉ=ÜáÉê~êÅÜó=Çáëéä~óëK

2 pÉäÉÅí=íÜÉ=ÜáÉê~êÅÜó=Éåíáíó=~í=ïÜáÅÜ=íÜÉ=ëìééäáÉê=ïáää=ÄÉ=ÅêÉ~íÉÇK=cçê=Éñ~ãéäÉI=íç=
~ëëçÅá~íÉ=íÜáë=ëìééäáÉê=ïáíÜ=~ää=íê~åë~Åíáçåë=áå=íÜÉ=Åçãé~åóI=ëÉäÉÅí=íÜÉ=Åçãé~åó=
ÉåíáíóK=vçì=Å~å=~äëç=ÅêÉ~íÉ=ÇáÑÑÉêÉåí=ëìééäáÉêë=Ñçê=ÑáêëíJäÉîÉä=áåíÉêãÉÇá~íÉëK=låÅÉ=óçì=
ã~âÉ=~=ëÉäÉÅíáçåI=íÜÉ=pìééäáÉê=pÉíìé=ëÅêÉÉå=Çáëéä~óëK

3 råÇÉê=Address InformationI=ÉåíÉê=íÜÉ=ëìééäáÉê=å~ãÉ=~åÇ=~ÇÇêÉëë=áåÑçêã~íáçå=íç=
ÇÉÑáåÉ=íÜÉ=ëìééäáÉêK=
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4 råÇÉê=pÉäÉÅíáçå=`êáíÉêá~I=Select by=ÇÉíÉêãáåÉë=Üçï=ãÉêÅÜ~åíë=~êÉ=~ëëçÅá~íÉÇ=ïáíÜ=
íÜáë=ëìééäáÉêK=

√ rëÉ=Merchants Starts With=íç=~ëëçÅá~íÉ ãÉêÅÜ~åíë=ïáíÜ=ëáãáä~ê=å~ãÉëK=cçê=
Éñ~ãéäÉI=íç=~ëëçÅá~íÉ=~ää=lÑÑáÅÉ=j~ñ=ãÉêÅÜ~åíëI=ìëÉ=“lÑÑáÅÉ=j~ñÒ=~ë=íÜÉ=ÑáäíÉêK=
^ää=ãÉêÅÜ~åíë=íÜ~í=ëí~êí=ïáíÜ=“lÑÑáÅÉ=j~ñÒ=ïáää=ÄÉ=~ëëçÅá~íÉÇ=ïáíÜ=íÜáë=ëìééäáÉêW=
lÑÑáÅÉ=j~ñ=NOPQX=lÑÑáÅÉ=j~ñáãìëI=ÉíÅKX=lÑÑáÅÉ=aÉéçí=ïáää=åçí=ÄÉ=~ëëçÅá~íÉÇK=få=

Supplier - Address Information

Field Description

Displays in 
Supplier 
Reports

Name Name of the supplier. 

Displays on the Transaction Detail screen if the 
transaction is associated with the supplier. 

Vendor Number A user-defined number used to associate this 
supplier with vendor information. 

• Available for export: SUP.Vendor Number 
• This Vendor Number is not a default code, which 

can be applied automatically to transactions. 
• Vendor Number displays on the Supplier List 

screen. See "Supplier Maintenance" for details.
• Displays in the Supplier Transaction Detail Report. 

Note: The supplier vendor number has no 
relationship to the vendor number entered on the 
Merchant Detail screen.

Supplier GL Code A default GL code applied to transactions associated 
with this supplier. 

The Supplier GL Code is applied to transactions at 
load time or when transactions are cost allocated.

The Supplier GL Code displays on the financial 
screens as determined by the GL display options set 
up for the company. See "Setting General Ledger 
Code Display Options" for more information.

Address/Address 2, City Name, 
State/Province, Postal Code, 
Country Code

Supplier’s address information. 

Phone Number Telephone number for the supplier contact. 

Contact Name Name of the person who serves as the contact for 
this supplier. 

Fax Number Supplier’s fax number. 

Description Description of the supplier. 

Preferred Supplier Optional field indicating if the supplier is preferred. 

Taxable Status Code Optional field indicating if the supplier is taxable. 

Tax ID Optional tax identification number for the supplier. 
This field is only for information; it is not applied to 
transactions.

Service Provided Information about the service that is provided by the 
supplier. This field is only for information; it is not 
applied to transactions.
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íÜÉ=“jÉêÅÜ~åíë=pí~êíë=táíÜÒ=íÉñí=ÄçñI=ÉåíÉê=~í=äÉ~ëí=íïç=~äéÜ~åìãÉêáÅ=ÅÜ~ê~ÅíÉêë=
~åÇ=~=ã~ñáãìã=çÑ=ORRK=qÜÉ=íÉñí=ëíêáåÖ=áë=åçí=Å~ëÉJëÉåëáíáîÉK=qÉñí=ëíêáåÖë=ãìëí=
ÄÉ=ìåáèìÉ=íç=É~ÅÜ=çíÜÉêX=çíÜÉêïáëÉI=óçì=ïáää=êÉÅÉáîÉ=~å=Éêêçê=áåÇáÅ~íáåÖ=~å=
çîÉêä~ééáåÖ=ÑáäíÉêK=cçê=Éñ~ãéäÉI=íÜÉ=ëíêáåÖë=lcc=~åÇ=lccf`b=çîÉêä~éX=íÜÉ=
ëíêáåÖë=lccf`b=a=~åÇ=lccf`b=j=Çç=åçí=çîÉêä~éK=

√ rëÉ=Associate by MCC íç=ëÉäÉÅí=ãÉêÅÜ~åíë=Ä~ëÉÇ=çå=j``K=pÉäÉÅí=~å=j``=Ñêçã=
íÜÉ=“^ëëçÅá~íÉ=Äó=j``Ò=ÇêçéJÇçïå=ÄçñK

5 `äáÅâ=Apply=íç=ë~îÉK=qÜÉ=ëìééäáÉê=ïáää=ÄÉ=~ëëçÅá~íÉÇ=ïáíÜ=åÉï=íê~åë~Åíáçåë=~ë=íÜÉó=
~êÉ=äç~ÇÉÇ=áå=íÜÉ=~ééäáÅ~íáçåK=qç=~ééäó=íÜÉ=ëìééäáÉê=áåÑçêã~íáçå=íç=ÉñáëíáåÖ=
íê~åë~ÅíáçåëI=ëÅÜÉÇìäÉ=ëìééäáÉê=~ëëçÅá~íáçå=éêçÅÉëëáåÖK=pÉÉ=?pÅÜÉÇìäÉ=pìééäáÉê=
^ëëçÅá~íáçå?=Ñçê=ÇÉí~áäëK

Creating a New Supplier from the Merchant Detail screen
tÜÉå=~=ãÉêÅÜ~åí=áë=åçí=~ëëçÅá~íÉÇ=ïáíÜ=~=ëìééäáÉêI=óçì=Ü~îÉ=íÜÉ=çéíáçå=çÑ=ëÉííáåÖ=ìé=~=
åÉï=ëìééäáÉê=Ñêçã=íÜÉ=jÉêÅÜ~åí=aÉí~áä=ëÅêÉÉåK=fÑ=~=ëìééäáÉê=áë=~äêÉ~Çó=~ëëçÅá~íÉÇ=ïáíÜ=
íÜÉ=ãÉêÅÜ~åíI=óçì=ïáää=ëÉÉ=~=äáåâ=íç=íÜÉ=pìééäáÉê=j~áåíÉå~åÅÉ=ëÅêÉÉåK=

IMPORTANT!   When you create 
a new supplier from the 
Merchant Detail screen, the 
supplier is not automatically 
associated with that merchant. 
Use supplier association 
processing to associate 
suppliers and merchants with 
existing transactions.

To add a supplier from the Merchant Detail screen

1 cêçã=íÜÉ=jÉêÅÜ~åí=aÉí~áä=ëÅêÉÉåI=ÅäáÅâ=Supplier SetupK=qÜÉ=ÜáÉê~êÅÜó=Çáëéä~óëK

2 pÉäÉÅí=íÜÉ=ÜáÉê~êÅÜó=äÉîÉä=ïáíÜ=ïÜáÅÜ=íÜÉ=ëìééäáÉê=ïáää=ÄÉ=~ëëçÅá~íÉÇK=låÅÉ=óçì=
ëÉäÉÅí=~=ÜáÉê~êÅÜó=äÉîÉäI=íÜÉ=pìééäáÉê=pÉíìé=ëÅêÉÉå=Çáëéä~óëK=

3 båíÉê=íÜÉ=Address Information=~åÇ=Supplier Selection Criteria=áåÑçêã~íáçåK=pÉÉ=
?pìééäáÉê=pÉíìé?=Ñçê=ÇÉí~áäëK

4 `äáÅâ=Apply=íç=ë~îÉK=
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Supplier
Supplier Maintenance
vçì=Å~å=ìéÇ~íÉ=ëìééäáÉê=áåÑçêã~íáçå=~í=~åó=íáãÉ=íç=ìéÇ~íÉ=ëìééäáÉê=Åçåí~Åí=
áåÑçêã~íáçåI=ÉÇáí=íÜÉ=di=ÅçÇÉI=çê=ÅÜ~åÖÉ=íÜÉ=ãÉêÅÜ~åí=~ëëçÅá~íáçåK=aÉéÉåÇáåÖ=çå=íÜÉ=
íóéÉ=áåÑçêã~íáçå=óçì=ÅÜ~åÖÉI=óçì=ã~ó=ÄÉ=êÉèìáêÉÇ=íç=êÉéêçÅÉëë=ÉñáëíáåÖ=íê~åë~Åíáçåë=íç=
~ééäó=åÉï=ëìééäáÉê=áåÑçêã~íáçåK=

cêçã=íÜÉ=Financial=í~ÄI=ëÉäÉÅí=Supplier MaintenanceK=qÜÉ=ÜáÉê~êÅÜó=Çáëéä~óëK=pÉäÉÅí=íÜÉ=
ÜáÉê~êÅÜó=Éåíáíó=Åçåí~áåáåÖ=íÜÉ=ëìééäáÉê=êÉÅçêÇ=óçì=ï~åí=íç=ÅÜ~åÖÉK=qÜÉ=pìééäáÉê=iáëí=
ëÅêÉÉå=Çáëéä~óë=íÜÉ=ëìééäáÉêë=Ñçê=íÜ~í=ÜáÉê~êÅÜó=ÉåíáíóK

Select a supplier from the list.

Modifying Supplier Address Information
fÑ=óçì=ÅÜ~åÖÉ=íÜÉ=å~ãÉI=ÅáíóI=çê=ëí~íÉ=ÑáÉäÇëI=íÜÉ=åÉï=áåÑçêã~íáçå=ïáää=ÄÉ=~ìíçã~íáÅ~ääó=
ìéÇ~íÉÇ=çå=íÜÉ=Ñáå~åÅá~ä=ëÅêÉÉåëK=^åó=êÉéçêíë=íÜ~í=~êÉ=~äêÉ~Çó=ëÅÜÉÇìäÉÇ=ïáää=Åçåí~áå=
íÜÉ=çäÇ=ëìééäáÉê=áåÑçêã~íáçåK=

Modifying the Supplier GL Code
tÜÉå=óçì=ãçÇáÑó=íÜÉ=pìééäáÉê=di=`çÇÉI=íÜÉ=åÉï=ÅçÇÉ=áë=~ééäáÉÇ=íç=çåäó=ÑìíìêÉ=
íê~åë~ÅíáçåëK=rëÉ=Åçëí=~ääçÅ~íáçå=éêçÅÉëëáåÖ=íç=~ééäó=~=åÉï=di=ÅçÇÉ=íç=ÉñáëíáåÖ=
íê~åë~ÅíáçåëK=pÉÉ=?`çëí=^ääçÅ~íáçå=mêçÅÉëëáåÖ?=Ñçê=ÇÉí~áäëK=

1 Enter the new Supplier GL Code.

2 Click Apply to save. 
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Supplier
Unassociating Merchants
tÜÉå=óçì=ìå~ëëçÅá~íÉ=ãÉêÅÜ~åíë=Ñêçã=~=ëìééäáÉê=êÉÅçêÇI=íÜÉ=ã~ééáåÖ=ÄÉíïÉÉå=íÜÉ=
ëìééäáÉê=~åÇ=~ëëçÅá~íÉÇ=ãÉêÅÜ~åíë=áë=ÄêçâÉåI=~åÇ=~ë=~=êÉëìäíI=íÜÉ=ëìééäáÉê=áë=åç=äçåÖÉê=
~ëëçÅá~íÉÇ=ïáíÜ=íê~åë~Åíáçåë=EÉñáëíáåÖ=çê=åÉïFK=qÜÉ=pìééäáÉê=di=`çÇÉ=ïáää=êÉã~áå=
~ééäáÉÇ=íç=ÉñáëíáåÖ=íê~åë~Åíáçåë=ìåíáä=íÜÉ=î~äìÉ=áë=ÅÜ~åÖÉÇ=çå=íÜÉ=Ñáå~åÅá~ä=ëÅêÉÉåë=ÉáíÜÉê=
ã~åì~ääó=çê=íÜêçìÖÜ=Åçëí=~ääçÅ~íáçå=éêçÅÉëëáåÖK=kç=~ÇÇáíáçå~ä=éêçÅÉëëáåÖ=áë=êÉèìáêÉÇK=

1 Click Unassociate Merchants. 

2 A dialog box displays prompting you to confirm that you want to unassociate the 
merchants. Click OK.

Changing the Selection Criteria
qÜÉ=ëÉäÉÅíáçå=ÅêáíÉêá~=ÇÉÑáåÉë=íÜÉ=ã~ééáåÖ=ÄÉíïÉÉå=íÜÉ=ëìééäáÉêI=ãÉêÅÜ~åíI=~åÇ=~=
íê~åë~ÅíáçåK=tÜÉå=óçì=ÅÜ~åÖÉ=íÜÉ=ëÉäÉÅíáçå=ÅêáíÉêá~=çåäó=åÉï=íê~åë~Åíáçåë=~êÉ=~ÑÑÉÅíÉÇX=
ÉñáëíáåÖ=íê~åë~Åíáçåë=ïáää=Åçåí~áå=íÜÉ=çêáÖáå~ä=ëìééäáÉê=~ëëçÅá~íáçå=ìåíáä=óçì=êìå=ëìééäáÉê=
~ëëçÅá~íáçå=éêçÅÉëëáåÖK=pÉÉ=?pÅÜÉÇìäÉ=pìééäáÉê=^ëëçÅá~íáçå?=Ñçê=ÇÉí~áäëK

qÜÉ=pìééäáÉê=di=`çÇÉ=ïáää=êÉã~áå=~ééäáÉÇ=íç=ÉñáëíáåÖ=íê~åë~Åíáçåë=ìåíáä=íÜÉ=î~äìÉ=áë=
ÅÜ~åÖÉÇ=çå=íÜÉ=Ñáå~åÅá~ä=ëÅêÉÉåë=ÉáíÜÉê=ã~åì~ääó=çê=íÜêçìÖÜ=Åçëí=~ääçÅ~íáçå=éêçÅÉëëáåÖK=
pÉÉ=?`çëí=^ääçÅ~íáçå=mêçÅÉëëáåÖ?=Ñçê=ÇÉí~áäëK

√ rëÉ=Merchants Starts With=íç=~ëëçÅá~íÉ ãÉêÅÜ~åíë=ïáíÜ=ëáãáä~ê=å~ãÉëK=cçê=
Éñ~ãéäÉI=íç=~ëëçÅá~íÉ=~ää=lÑÑáÅÉ=j~ñ=ãÉêÅÜ~åíëI=ìëÉ=“lÑÑáÅÉ=j~ñÒ=~ë=íÜÉ=ÑáäíÉêK=
^ää=ãÉêÅÜ~åíë=íÜ~í=ëí~êí=ïáíÜ=“lÑÑáÅÉ=j~ñÒ=ïáää=ÄÉ=~ëëçÅá~íÉÇ=ïáíÜ=íÜáë=ëìééäáÉêW=
lÑÑáÅÉ=j~ñ=NOPQX=lÑÑáÅÉ=j~ñáãìëI=ÉíÅKX=lÑÑáÅÉ=aÉéçí=ïáää=åçí=ÄÉ=~ëëçÅá~íÉÇK=få=
íÜÉ=“jÉêÅÜ~åíë=pí~êíë=táíÜÒ=íÉñí=ÄçñI=ÉåíÉê=~í=äÉ~ëí=íïç=~äéÜ~åìãÉêáÅ=ÅÜ~ê~ÅíÉêë=
~åÇ=~=ã~ñáãìã=çÑ=ORRK=qÜÉ=íÉñí=ëíêáåÖ=áë=åçí=Å~ëÉJëÉåëáíáîÉK=qÉñí=ëíêáåÖë=ãìëí=
ÄÉ=ìåáèìÉ=íç=É~ÅÜ=çíÜÉêX=çíÜÉêïáëÉI=óçì=ïáää=êÉÅÉáîÉ=~å=Éêêçê=áåÇáÅ~íáåÖ=~å=
çîÉêä~ééáåÖ=ÑáäíÉêK=cçê=Éñ~ãéäÉI=íÜÉ=ëíêáåÖë=lcc=~åÇ=lccf`b=çîÉêä~éX=íÜÉ=
ëíêáåÖë=lccf`b=a=~åÇ=lccf`b=j=Çç=åçí=çîÉêä~éK=

√ rëÉ=Associate by MCC íç=ëÉäÉÅí=ãÉêÅÜ~åíë=Ä~ëÉÇ=çå=j``K=pÉäÉÅí=~å=j``=Ñêçã=
íÜÉ=“^ëëçÅá~íÉ=Äó=j``Ò=ÇêçéJÇçïå=ÄçñK
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Supplier
Deleting a Supplier
vçì=Å~ååçí=ÇÉäÉíÉ=~=ëìééäáÉê=êÉÅçêÇ=íÜ~í=Ü~ë=~ëëçÅá~íÉÇ=ãÉêÅÜ~åíëK=cáêëíI=êÉãçîÉ=
~ëëçÅá~íÉÇ=ãÉêÅÜ~åíëI=íÜÉå=ÇÉäÉíÉ=íÜÉ=ëìééäáÉê=êÉÅçêÇK=^ÇÇáíáçå~ä=éêçÅÉëëáåÖ=áë=åçí=
êÉèìáêÉÇK=pÉÉ=?rå~ëëçÅá~íáåÖ=jÉêÅÜ~åíë?=Ñçê=ÇÉí~áäëK

Note: Supplier GL Codes that 
have been appended to 
transactions will remain 
associated with those 
transactions until another 
Supplier GL code is applied. 

1 Click the Delete Supplier button. 

2 A dialog box displays prompting you to confirm that you want to delete the supplier. 
Click OK to delete. 
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Supplier
Schedule Supplier Association
tÜÉå=óçì=~ÇÇ=åÉï=ëìééäáÉêë=çê=ÅÜ~åÖÉ=ÉñáëíáåÖ=ëìééäáÉêëI=óçì=Å~å=ìéÇ~íÉ=ÉñáëíáåÖ=
íê~åë~Åíáçåë=Äó=ëÅÜÉÇìäáåÖ=íÜÉ=ëìééäáÉê=~ëëçÅá~íáçå=éêçÅÉëëK=

When to Use Supplier Association Processing
rëÉ=ëìééäáÉê=~ëëçÅá~íáçå=éêçÅÉëëáåÖ=íç=ìéÇ~íÉ=ÉñáëíáåÖ=íê~åë~Åíáçåë=ïáíÜ=åÉï=ëìééäáÉê=
áåÑçêã~íáçå=ïÜÉå=óçì

√ `Ü~åÖÉ=íÜÉ=ãÉêÅÜ~åíJëìééäáÉê=~ëëçÅá~íáçå=EpÉäÉÅíáçå=`êáíÉêá~F=çÑ=~å=ÉñáëíáåÖ=
ëìééäáÉê=êÉÅçêÇK

√ `êÉ~íÉ=~=åÉï=ëìééäáÉêK

To reprocess suppliers
Note: The system will not allow 
you (or another user in the 
company) to schedule supplier 
association if there is already a 
supplier association job in the 
queue for the same date range 
and hierarchy entity. 

1 cêçã=íÜÉ=Financial=í~ÄI=ëÉäÉÅí=Schedule Supplier AssociationK

2 rëÉ From Date=~åÇ=To Date=íç=ëÉäÉÅí=~=ê~åÖÉ=çÑ=íê~åë~Åíáçåë=íç=êÉéêçÅÉëëK=kçíÉ=íÜ~í=
íê~åë~Åíáçåë=~êÉ=ëÉäÉÅíÉÇ=Äó=Posting DateK

3 `äáÅâ=Apply=íç=ë~îÉK=qÜÉ=pÅÜÉÇìäÉ=pìãã~êó=ëÅêÉÉå=Çáëéä~óë=ïáíÜ=óçìê=éêçÅÉëëáåÖ=
àçÄ=~ÇÇÉÇ=íç=íÜÉ=äáëíK=
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Vendor Number
Vendor Number

qïç=íóéÉë=çÑ=îÉåÇçê=åìãÄÉê=ÑáÉäÇë=~êÉ=~î~áä~ÄäÉ=áå=íÜÉ=~ééäáÅ~íáçå=íç=~ääçï=óçì=íç=
~ëëçÅá~íÉ=óçìê=áåíÉêå~ä=ãÉêÅÜ~åí=çê=ëìééäáÉê=îÉåÇçê=åìãÄÉêëI=~ë=íÜÉó=~êÉ=~ëëáÖåÉÇ=áå=
óçìê=~ÅÅçìåíáåÖ=ëóëíÉãI=íç=íê~åë~Åíáçåë=áå=óçìê=Åìëíçã=ÉñéçêíëK=cçê=Éñ~ãéäÉI=óçì=Å~å=
ÉåíÉê=~=îÉåÇçê=åìãÄÉê=çå=íÜÉ=jÉêÅÜ~åí=aÉí~áä=ëÅêÉÉå=Ñçê=çåäáåÉ=êÉÑÉêÉåÅÉK=tÜÉå=óçì=
Éñéçêí=íê~åë~Åíáçå=Ç~í~I=óçì=Å~å=áåÅäìÇÉ=íÜ~í=jÉêÅÜ~åí=sÉåÇçê=kìãÄÉê=áå=óçìê=Éñéçêí=
ÑáäÉK=qÜáë=~ääçïë=óçì=íç=ã~íÅÜ=çê=íáÉ=Å~êÇ=íê~åë~Åíáçåë=Ñêçã=íÜÉ=~ééäáÅ~íáçå=íç=çíÜÉê=íóéÉë=
çÑ=ãÉêÅÜ~åí=é~óãÉåíë=ã~ÇÉ=Ñêçã=óçìê=áåíÉêå~ä=ëóëíÉãI=ëìÅÜ=~ë=~ÅÅçìåíë=é~ó~ÄäÉK

qÜÉ=pìééäáÉê=sÉåÇçê=kìãÄÉê=ÑìåÅíáçåë=áå=íÜÉ=ë~ãÉ=ï~óI=Äìí=áë=ìëÉÇ=çåäó=ïáíÜ=íÜÉ=
ëìééäáÉê=êÉÅçêÇë=íÜ~í=Ü~îÉ=ÄÉÉå=ÅêÉ~íÉÇ=áå=íÜÉ=~ééäáÅ~íáçåK=qÜÉ=ãÉêÅÜ~åí=~åÇ=ëìééäáÉê=
îÉåÇçê=åìãÄÉêë=~êÉ=ÅçãéäÉíÉäó=ìåêÉä~íÉÇK=b~ÅÜ=Çáëéä~óë=çå=~=ÇáÑÑÉêÉåí=ëÅêÉÉå=~åÇ=É~ÅÜ=
îÉåÇçê=åìãÄÉê=áë=ÉñéçêíÉÇ=~ë=~=ëÉé~ê~íÉ=ÑáÉäÇK=

IMPORTANT!   The supplier and 
merchant vendor numbers are 
provided only for online 
reference or for export. Neither 
the merchant vendor number 
nor the supplier vendor number 
can be assigned to be 
automatically applied to 
transactions through default 
codes or cost allocation 
processing. 

Merchant Vendor Number

√ båíÉê=ìëÉêJÇÉÑáåÉÇ=îÉåÇçê=áåÑçêã~íáçå=çå=íÜÉ=jÉêÅÜ~åí=aÉí~áä=ëÅêÉÉåK=

√ aáëéä~óë=çå=íÜÉ=jÉêÅÜ~åí=aÉí~áä=oÉéçêí=

√ bñéçêí=ÑáÉäÇ=J=j`eKsÉåÇçê=kìãÄÉê

√ rëÉ=íÜÉ=rå~ëëçÅá~íÉÇ=jÉêÅÜ~åíJsÉåÇçê=oÉéçêí=íç=áÇÉåíáÑó=ãÉêÅÜ~åíë=íÜ~í=Ü~îÉ=
åçí=ÄÉÉå=~ëëáÖåÉÇ=~=sÉåÇçê=kìãÄÉêK=

Merchant information is 
loaded in the application 
along with the transaction 
data. 

Suppliers are created in the 
application and are used to 
group similar merchants. 

The Merchant Vendor Number 
entered on the Merchant 
Detail screen is included in the 
custom export file.
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Vendor Number
Supplier Vendor Number

√ båíÉê=ìëÉêJÇÉÑáåÉÇ=îÉåÇçê=áåÑçêã~íáçå=çå=íÜÉ=pìééäáÉê=pÉíìé=çê=pìééäáÉê=
j~áåíÉå~åÅÉ=ëÅêÉÉåK=

√ aáëéä~óë=çå=íÜÉ=pìééäáÉê=qê~åë~Åíáçå=aÉí~áä=oÉéçêí=~åÇ=áå=íÜÉ=pìééäáÉê=iáëí=

√ bñéçêí=ÑáÉäÇ=J=prmKsÉåÇçê=kìãÄÉê
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Custom Billing Cycles

`ìëíçã=ÄáääáåÖ=ÅóÅäÉë=Éå~ÄäÉ=ìëÉêë=íç=É~ëáäó=èìÉêó=~=ê~åÖÉ=çÑ=íê~åë~Åíáçåë=ïáíÜçìí=
Ü~îáåÖ=íç=âåçï=íÜÉ=Éñ~Åí=Ç~íÉë=Ñçê=~=êÉéçêíáåÖ=éÉêáçÇK=cçê=Éñ~ãéäÉI=óçì=Å~å=ëÉí=ìé=
ÄáääáåÖ=ÅóÅäÉë=íÜ~í=ÅçêêÉëéçåÇ=íç=ãçåíÜäó=ëí~íÉãÉåí=ÅóÅäÉëI=Ñáå~åÅá~ä=èì~êíÉêë=çê=ëéÉÅáÑáÅ=
êÉéçêíáåÖ=éÉêáçÇëK=^=ìëÉê=Å~å=íÜÉå=êìå=êÉéçêíë=çê=Éñéçêí=Ç~í~=Ä~ëÉÇ=çå=íÜÉ=ÄáääáåÖ=ÅóÅäÉK=
^ää=íÜÉ=ìëÉê=åÉÉÇë=íç=âåçï=áë=íÜÉ=ÄáääáåÖ=ÅóÅäÉ=íç=êìåI=åçí=íÜÉ=Ç~íÉ=ê~åÖÉK=páåÅÉ=íÜÉ=
ÄáääáåÖ=ÅóÅäÉë=~êÉ=~î~áä~ÄäÉ=íç=~ää=ìëÉêë=áå=íÜÉ=Åçãé~åóI=óçì=Å~å=ã~áåí~áå=~=ÅçåëáëíÉåí=
êÉéçêíáåÖ=ÅêáíÉêá~=Åçãé~åóJïáÇÉK=

qÜÉ=Billing Cycle=çéíáçå=áë=~î~áä~ÄäÉ=ïÜÉå=ìëÉêëW

√ bñéçêí=Ç~í~=EëÅÜÉÇìäÉ=çê=êÉ~äJíáãÉF

√ oìå=êÉéçêíë=EëÅÜÉÇìäÉ=çê=êÉ~äJíáãÉF

√ sáÉï=íê~åë~Åíáçåë

√ mêçÅÉëë=íê~åë~Åíáçåë

√ pÅÜÉÇìäÉ=Éã~áä
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Custom Billing Cycles
Using Billing Cycles
TIP: Correspond billing cycles 
with your issuer’s cycle 
calendar. Contact your issuer to 
obtain a listing of annual cycle 
dates, as starting and ending 
dates for each cycle may vary 
due to weekends and holidays. 

When billing cycles are enabled, users have two options when selecting a range of 
transactions: Billing Cycle or Date Range.

Billing Cycle Implementation

In reports, the 
Reporting Period 
displays the billing cycle 
details.

Company Preferences • Set Use Custom Billing Cycle? to “Yes”.
• In Date Type, select how transactions are selected for inclusion in the billing 

cycle. For example, if you select Posting Date, only those transactions that 
have a Posting Date within the billing cycle will be selected. This selection 
applies to all billing cycles created for the company. 

Authorities Modify Custom Billing Cycles 

A standard authority in the “Company Administrator (SYSTEM DEFAULT)” 
template. 

Other Setup Add Billing Cycles

Billing cycles will not be available to users until at least one billing cycle is created. 
See "Custom Billing Cycle Maintenance" for setup details. 
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Custom Billing Cycle Maintenance
^ë=óçì=~ÇÇ=çê=ãçÇáÑó=ÄáääáåÖ=ÅóÅäÉëI=ÅçåëáÇÉê=íÜÉ=ÑçääçïáåÖW

√ a~íÉ=ê~åÖÉë=Å~ååçí=çîÉêä~éK

√ vçì=Å~å=~ÇÇ=ìé=íç=PO=ÄáääáåÖ=ÅóÅäÉëK

√ _áääáåÖ=ÅóÅäÉë=Ñçê=ÜáëíçêáÅ~ä=Ç~í~=ãìëí=Ñ~ää=ïáíÜáå=íÜÉ=Åçãé~åóDë=Ç~í~=êÉíÉåíáçå=
éÉêáçÇK=fÑ=~åó=é~êí=çÑ=~=ÄáääáåÖ=ÅóÅäÉ=Ñ~ääë=çìíëáÇÉ=çÑ=íÜÉ=Ç~í~=êÉíÉåíáçå=éÉêáçÇI=
íÜ~í=ÄáääáåÖ=ÅóÅäÉ=áë=~ìíçã~íáÅ~ääó=ÇÉäÉíÉÇK

√ _áääáåÖ=ÅóÅäÉë=Ñçê=ÑìíìêÉ=íáãÉ=éÉêáçÇë=Å~å=ëé~å=ìé=íç=íïç=óÉ~êë=ÄÉóçåÇ=íÜÉ=
êÉíÉåíáçå=éÉêáçÇK=mçíÉåíá~ääóI=~=Åçãé~åó=Å~å=Ü~îÉ=ÄáääáåÖ=ÅóÅäÉë=íÜ~í=ëé~å=~=
íçí~ä=çÑ=QM=ãçåíÜëW=NS=ãçåíÜë=Ç~í~=êÉíÉåíáçå=éäìë=OQ=ãçåíÜë=áå=íÜÉ=ÑìíìêÉK=

√ fÑ=óçì=ÅêÉ~íÉ=ÅçåëÉÅìíáîÉ=ÄáääáåÖ=ÅóÅäÉëI=âÉÉé=áå=ãáåÇ=íÜ~í=~åó=Ö~éë=ÄÉíïÉÉå=
ÄáääáåÖ=ÅóÅäÉë=Å~å=êÉëìäí=áå=ãáëëáåÖ=Ç~í~=áå=~=êÉéçêí=çê=~å=ÉñéçêíK

cêçã=íÜÉ=Company=í~ÄI=ëÉäÉÅí=Custom Billing Cycle MaintenanceK

Adding Billing Cycles 

1 Locate an empty row and define the From Date and To Date for the new billing 
cycle. You do not have to add the billing cycles in the correct order. When you click 
Apply, the system will reorder the billing cycles by date. 

2 In Description, enter up to 20 characters to describe the billing cycle. (e.g. First 
Quarter 2001)

3 Click Apply to save.
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Modifying Billing Cycles 
tÜÉå=óçì=ãçÇáÑó=~=ÄáääáåÖ=ÅóÅäÉI=ëÅÜÉÇìäÉÇ=áíÉãë=ïáíÜ=~å=“^ÅíáîÉÒ=ëí~íìë=ïáää=ÄÉ=
ìéÇ~íÉÇ=ïáíÜ=íÜÉ=åÉï=ÄáääáåÖ=ÅóÅäÉ=áåÑçêã~íáçåK=qÜÉ=ëÅÜÉÇìäÉÇ=áíÉã=ïáää=êìå=ïáíÜ=íÜÉ=
åÉï=ÄáääáåÖ=ÅóÅäÉ=Ç~íÉëK=

pÅÜÉÇìäÉÇ=áíÉãë=ïáíÜ=~=“mÉåÇáåÖÒ=ëí~íìë=ïáää=åçí=ÄÉ=ìéÇ~íÉÇ=~ë=íÜÉó=~êÉ=~äêÉ~Çó=áå=íÜÉ=
éêçÅÉëëáåÖ=èìÉìÉK=qÜÉ=ëÅÜÉÇìäÉÇ=áíÉã=ïáää=êìå=ïáíÜ=íÜÉ=çêáÖáå~ä=ÄáääáåÖ=ÅóÅäÉ=Ç~íÉëK=

1 Modify the From Date/To Date and Description as needed. 

2 Click Apply to save. The billing cycles will be reordered by date.

Deleting a Billing Cycle
tÜÉå=óçì=ÇÉäÉíÉ=~=ÄáääáåÖ=ÅóÅäÉI=ëÅÜÉÇìäÉÇ=áíÉãë=ïáíÜ=~å=“^ÅíáîÉÒ=ëí~íìë=íÜ~í=ìëÉ=çåäó=
íÜÉ=ÇÉäÉíÉÇ=ÄáääáåÖ=ÅóÅäÉ=ïáää=ÄÉ=ÇÉäÉíÉÇK=fÑ=íÜÉ=ÇÉäÉíÉÇ=ÄáääáåÖ=ÅóÅäÉ=áë=é~êí=çÑ=~=ëÅÜÉÇìäÉ=
íÜ~í=ëé~åë=~=ê~åÖÉ=çÑ=íïç=çê=ãçêÉ=ÄáääáåÖ=ÅóÅäÉë=~åÇ=Ü~ë=åçí=óÉí=êìåI=íÜÉ=ëóëíÉã=ïáää=
ëâáé=íÜÉ=ÇÉäÉíÉÇ=ÄáääáåÖ=ÅóÅäÉK=

pÅÜÉÇìäÉÇ=áíÉãë=ïáíÜ=~=“mÉåÇáåÖÒ=ëí~íìë=ïáää=ÄÉ=ÇÉäÉíÉÇK

1 Click the trash can next to the billing cycle you want to delete. 

2 A dialog box displays to confirm that you want to delete the billing cycle. Click OK to 
delete. 
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Exception Reporting

rëÉ=ÉñÅÉéíáçå=êÉéçêíáåÖ=íç=íê~Åâ=ÉñéÉåÇáíìêÉëI=ãçåáíçê=ëéÉåÇáåÖ=íêÉåÇëI=çê=ã~å~ÖÉ=
éêÉÑÉêêÉÇ=îÉåÇçêëK=vçì=Å~å=~å~äóòÉ=ÉñéÉåëÉë=Äó=ãÉêÅÜ~åíI=j``I=Ççää~ê=~ãçìåíI=çê=
ëéÉåÇáåÖ=ÑêÉèìÉåÅó=~åÇ=ÅçãéáäÉ=íÜÉ=Ç~í~=áå=çåÉ=çÑ=íÜêÉÉ=ÉñÅÉéíáçå=êÉéçêíëK

Analyze expenses by merchant or merchant category=J=rëÉ=ãÉêÅÜ~åí=ÉñÅÉéíáçåë=íç=íê~Åâ=
ãÉêÅÜ~åíë=íÜ~í=~êÉ=ìëÉÇ=íÜÉ=ãçëí=çê=íç=ãçåáíçê=ãÉêÅÜ~åíë=íÜ~í=~êÉ=“çÑÑ=äáãáíëÒK=
bñÅÉéíáçå=êÉéçêíáåÖ=Å~å=ÅçãéäÉãÉåí=ëìééäáÉê=ÑìåÅíáçå~äáíó=Äó=~ääçïáåÖ=~Çãáåáëíê~íçêë=
íç=íê~Åâ=~Åíáîáíó=Ñçê=áåÇáîáÇì~ä=ãÉêÅÜ~åíë=çê=ãÉêÅÜ~åíë=ìåÇÉê=~=ëéÉÅáÑáÅ=j``K=

Track spending activity=J=rëÉ=~ÅÅçìåí=ÉñÅÉéíáçåë=íç=áÇÉåíáÑó=~ÅÅçìåíë=íÜ~í=ÉñÅÉÉÇ=éêÉJ
ÇÉÑáåÉÇ=ëéÉåÇáåÖ=ã~ñáãìãëW=ëáåÖäÉI=Ç~áäóI=çê=ãçåíÜäó=íê~åë~Åíáçå=~ãçìåíëI=åìãÄÉê=çÑ=
íê~åë~Åíáçåë=éÉê=Ç~ó=çê=ãçåíÜK=`ìëíçãáò~ÄäÉ=ëÉííáåÖë=~ääçï=óçì=íç=íê~Åâ=ëéÉåÇáåÖ=
~Åíáîáíó=Ñçê=íÜÉ=ÉåíáêÉ=Åçãé~åó=çê=àìëí=âÉó=~ÅÅçìåíëK=

No processing required J=låÅÉ=ÉñÅÉéíáçåë=~êÉ=~ééäáÉÇ=íç=~=ãÉêÅÜ~åíI=j``I=çê=~å=
~ÅÅçìåíI=íê~åë~Åíáçåë=~êÉ=Ñä~ÖÖÉÇ=áå=êÉ~ä=íáãÉI=~ääçïáåÖ=ìëÉêë=íç=êìå=êÉéçêíë=
áããÉÇá~íÉäóÔåç=~ÇÇáíáçå~ä=éêçÅÉëëáåÖ=çê=ï~áíáåÖ=áë=êÉèìáêÉÇK=

Exception Reporting Implementation
bñÅÉéíáçå=êÉéçêíáåÖ=áë=~î~áä~ÄäÉ=Äó=ìëÉê=~ìíÜçêáíóK=qÜÉ=ÉñÅÉéíáçå=~ìíÜçêáíáÉë=~êÉ=åçí=é~êí=
çÑ=íÜÉ=pvpqbj=abc^riq=íÉãéä~íÉë=Ñçê=áåíÉêãÉÇá~íÉ=çê=ëìéÉêîáëçê=ìëÉêëI=Äìí=íÜÉó=Å~å=
ÄÉ=~ÇÇÉÇ=íç=Åìëíçã=íÉãéä~íÉëK

User Authorities for Exception Reporting

Authority
Company 

Administrator
Intermediate 

User
Supervisor 

User Description

Modify Exception Enables the user to modify an exception field 
for account, merchant, or merchant category 
(MCC) exceptions. 

View Exception Enables the user to view account, merchant, 
and merchant category (MCC) exceptions.

Print Account Activity Exception 
Report

Enables the user to print the Account Activity 
Exception Report.

Print Merchant Exception Report Enables the user to print the Merchant 
Exception Report.

Print MCC Exception Report Enables the user to print the MCC Exception 
Report.
Copyright 2005 MasterCard International



COMPANY GUIDE 6.3.3 167
Exception Reporting
Account Exception Reporting
rëÉ=~ÅÅçìåí=ÉñÅÉéíáçåë=íç=íê~Åâ=ëéÉåÇáåÖ=~Åíáîáíó=~í=íÜÉ=Åçãé~åó=äÉîÉä=çê=àìëí=Ñçê=
ëÉäÉÅíÉÇ=~ÅÅçìåíëK=cçê=Éñ~ãéäÉI=íê~Åâ=~ÅÅçìåíë=íÜ~í=ÉñÅÉÉÇ=íÜÉ=ã~ñáãìã=åìãÄÉê=çÑ=
íê~åë~Åíáçåë=~ääçïÉÇ=éÉê=Ç~ó=çê=ëáåÖäÉ=íê~åë~Åíáçåë=íÜ~í=Öç=çîÉê=~=ÅÉêí~áå=~ãçìåíK=qÜÉ=
^ÅÅçìåí=^Åíáîáíó=bñÅÉéíáçå=oÉéçêí=ÅçãéáäÉë=íê~åë~Åíáçåë=Äó=ÄçíÜ=Åçãé~åóJÇÉÑáåÉÇ=~åÇ=
~ÅÅçìåíJÇÉÑáåÉÇ=ÉñÅÉéíáçåëK

låäó=ãÉêÅÜ~åí=íê~åë~Åíáçåë=Å~å=ÄÉ=Ñä~ÖÖÉÇ=Ñçê=ÉñÅÉéíáçå=êÉéçêíáåÖK=kçåJÅ~êÇ=
íê~åë~Åíáçåë=~êÉ=ÉñÅäìÇÉÇ=Ñêçã=~ÅÅçìåí=ÉñÅÉéíáçå=êÉéçêíáåÖK=

Exception Reporting for all Accounts
cçê=~=ÖÉåÉê~ä=çîÉêîáÉï=çÑ=ëéÉåÇáåÖ=~ÅíáîáíóI=ëÉí=ÉñÅÉéíáçåë=~í=íÜÉ=Åçãé~åó=äÉîÉäK=

cêçã=íÜÉ=Company=í~ÄI=ëÉäÉÅí=Company PreferencesK=içÅ~íÉ=bñÅÉéíáçå=oÉéçêíáåÖ=J=^ää=
`~êÇÜçäÇÉêëK=

Enter the applicable spending limits. Click Apply to save. 

Exception Reporting for Individual Accounts
fÑ=çåäó=~=ÑÉï=~ÅÅçìåíë=êÉèìáêÉ=ìåáèìÉ=ëÉííáåÖëI=óçì=Å~å=çîÉêêáÇÉ=íÜÉ=Åçãé~åó=ëÉííáåÖë=
~åÇ=ÇÉÑáåÉ=ÉñÅÉéíáçåë=çå=áåÇáîáÇì~ä=^ÅÅçìåí=j~áåíÉå~åÅÉ=ëÅêÉÉåëK

^ÅÅÉëë=íÜÉ=^ÅÅçìåí=j~áåíÉå~åÅÉ=êÉÅçêÇK

Under Exception Reporting, enter the spending limits that apply to the account. Click 
Apply to save. 
Copyright 2005 MasterCard International



COMPANY GUIDE 6.3.3168
Exception Reporting
Excluding Accounts from Exception Reporting
^ÅÅçìåíë=Å~å=ÄÉ=ÉñÅäìÇÉÇ=ïÜÉå=ÉñÅÉéíáçåë=ÇçåÛí=~ééäóK=

^ÅÅÉëë=íÜÉ=^ÅÅçìåí=j~áåíÉå~åÅÉ=êÉÅçêÇ=çÑ=íÜÉ=~ÅÅçìåí=óçì=ï~åí=íç=ÉñÅäìÇÉK

Check Exclude from Exception Reporting. Click Apply to save.
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Exception Reporting
Account Activity Exception Report

A The Company Reporting section of the report categorizes transactions based on 
the company exception settings (for all accounts). Transactions are sorted by account 
name.

B The Accounts Excluded from Exception Reporting Criteria section of the report 
lists any accounts that have been excluded from exception reporting. 

C Individual Account Exception Reporting categorizes transactions based on the 
account level exceptions. 
Copyright 2005 MasterCard International



COMPANY GUIDE 6.3.3170
Exception Reporting
Merchant Category Exception Reporting
rëÉ=ãÉêÅÜ~åí=Å~íÉÖçêó=ÉñÅÉéíáçåë=íç=ãçåáíçê=íê~åë~Åíáçåë=íÜ~í=ÅçêêÉëéçåÇ=íç=~=
é~êíáÅìä~ê=jÉêÅÜ~åí=`~íÉÖçêó=`çÇÉ=Ej``FK

låäó=ãÉêÅÜ~åíJáåáíá~íÉÇ=íê~åë~Åíáçåë=~êÉ=áåÅäìÇÉÇ=áå=íÜÉ=êÉéçêíK=kçåJÅ~êÇ=íê~åë~Åíáçåë=
~åÇ=~ÇàìëíãÉåíë=Å~ååçí=ÄÉ=ã~êâÉÇ=~ë=ÉñÅÉéíáçåëK

cêçã=íÜÉ=Company=í~ÄI=ëÉäÉÅí=MCC GL Maintenance=ëÅêÉÉåK

Under Exception Reporting, check all of the MCCs that you want to mark as exceptions. 
Click Apply to save. 
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Exception Reporting
Merchant Category Exception Report

A The Merchant Category Exception Report categorizes transactions by MCC, helping 
managers and administrators better understand the types of expenses incurred by 
the organization. 

B Merchant Categories without Activity lists MCCs that have been marked as 
exceptions, but do not have activity during the specified reporting period. This 
section of the report displays only for company administrator users. 

Merchant Exception Reporting
rëÉ=ãÉêÅÜ~åí=ÉñÅÉéíáçåë=íç=Ñä~Ö=íê~åë~Åíáçåë=~ëëçÅá~íÉÇ=ïáíÜ=~å=áåÇáîáÇì~ä=ãÉêÅÜ~åíK=
cçê=Éñ~ãéäÉI=ìëÉ=ãÉêÅÜ~åí=ÉñÅÉéíáçå=êÉéçêíáåÖ=íç=íê~Åâ=ëéÉåÇáåÖ=~Åíáîáíó=Ñçê=ëéÉÅáÑáÅ=
ãÉêÅÜ~åíëI=éêçîáÇáåÖ=~ÇÇáíáçå~ä=Ç~í~=Ñçê=Åçåíê~Åí=éêÉé~ê~íáçå=çê=åÉÖçíá~íáçåëK=lêI=áÑ=~=
ÅÉêí~áå=ãÉêÅÜ~åí=áë=åçí=~=éêÉÑÉêêÉÇ=îÉåÇçêI=ã~êâ=áí=~ë=~å=ÉñÅÉéíáçå=Ñçê=íê~ÅâáåÖ=
éìêéçëÉëK

j~êâáåÖ=~=ãÉêÅÜ~åí=~ë=~å=ÉñÅÉéíáçå=ïáää=åçí=éêÉîÉåí=Å~êÇÜçäÇÉêë=Ñêçã=ìëáåÖ=íÜÉ=
ãÉêÅÜ~åíI=Äìí=áÑ=~=Å~êÇÜçäÇÉê=ÅÜ~êÖÉë=íê~åë~Åíáçåë=íç=íÜ~í=ãÉêÅÜ~åíI=íÜÉ=íê~åë~Åíáçåë=ïáää=
ÄÉ=áÇÉåíáÑáÉÇ=áå=íÜÉ=jÉêÅÜ~åí=bñÅÉéíáçå=oÉéçêíK=

jÉêÅÜ~åí=ÉñÅÉéíáçåë=~êÉ=Ä~ëÉÇ=çå=~=ìåáèìÉ=jÉêÅÜ~åí=faI=ïÜáÅÜ=áÇÉåíáÑáÉë=~=ãÉêÅÜ~åí=
Ä~ëÉÇ=çå=íÜÉ=ãÉêÅÜ~åí=å~ãÉI=ÅáíóI=~åÇ=ëí~íÉK=jÉêÅÜ~åíë=ïáíÜ=íÜÉ=ë~ãÉ=å~ãÉI=Äìí=~=
ÇáÑÑÉêÉåí=Åáíó=~åÇ=ëí~íÉ=ã~ó=Ü~îÉ=ÇáÑÑÉêÉåí=jÉêÅÜ~åí=faëK=qÜáë=äÉíë=ìëÉêë=áÇÉåíáÑó=~=
ëéÉÅáÑáÅ=ãÉêÅÜ~åí=íÜ~í=ãáÖÜí=ÄÉ=é~êí=çÑ=~=ÅÜ~áåK=

låäó=ãÉêÅÜ~åíJáåáíá~íÉÇ=íê~åë~Åíáçåë=~êÉ=áåÅäìÇÉÇ=áå=íÜÉ=êÉéçêíK=kçåJÅ~êÇ=íê~åë~Åíáçåë=
~åÇ=~ÇàìëíãÉåíë=Å~ååçí=ÄÉ=ã~êâÉÇ=~ë=ÉñÅÉéíáçåëK
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Exception Reporting
^ÅÅÉëë=íÜÉ=jÉêÅÜ~åí=aÉí~áä=êÉÅçêÇ=çÑ=íÜÉ=ãÉêÅÜ~åí=íÜ~í=óçì=ï~åí=íç=Ñä~Ö=Ñçê=ÉñÅÉéíáçå=
êÉéçêíáåÖK=

Check Exception Reporting. Click Apply to save the setting.

Merchant Exception Report

A Any transactions that have been charged to the flagged merchant are listed in the 
Merchant Exception Report. 

B Merchants without Activity lists merchants that have been marked as exceptions, 
but do not have activity during the specified reporting period. This section of the 
report displays only for company administrator users.
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