‘@ KNOX COUNTY
“w. TENNESSEE

Procurement Card Training

Step 1: Visit https://identity.enterprisespendplatform.truist.com/login
Enter your email address, username, and password. Click Log in.
Note: System will lock the account after the third attempt.
Unsure about the password Click on FORGOTTEN PASSWORD ‘ £ janice.gentry@knoxcounty.org ‘

Enterprise Spend Platform®

2 Username

Login Forgotten your password?

Step 2: Click on Accounts

Administration ¥ Accounts  Expenses e Approvals ¥ Reports ¥ Analytics

Expenses

Snow Fiers
Expenses My expenses ¥ | 1 fikers sec a

B Napcp 199.00 usp £3 Truist-Visa (4788) 11/01/2022

B Government Finance Offic 150.00 usp B3 Truist-Visa (7057) 10/26/2022

Step 3: Double-click the transaction to reconcile. Link receipt, add account/subaccount codes, and add notes. Click complete
when finished

TRUIST E Enterprise Spend Platform®
Home  Administration v Accounts  Expenses  Approvals ¥ Reports v Analytics 8 soicew
E Add Expenses * Napcp .
Amount Date Issuer Merchant category group I}ﬂ
h
Expenses

Show o | Fiters © Find 199.00 USD 11/01/2022 Truist - Visa (4788) Fh MerchantGroup.SERVICES_-_O
: in Q
My expenses 1 filters sec
e — o Link receipt
B Napcp 199.00 us0 .

5 Truist-Visa (4788) | 11/01/2022 ——
‘ Expense template

SIS [ UsD ‘ Account 5 > + ‘
Tax “ ‘ A required code is missing.
‘ SubAcmu> + ‘
A required code is missing.

"
N split Group +

B Government Finance Offic 150.00usp
5 Truist-Visa (7057) | 10/26/2022

+ Add line description

Description

Purchase Napcp




Step 4: Splitting account codes into multiple account codes. Click

TRUIST fiH

Home  Administation v Accounts  Expermes ¢ Approvals ¥ Reports v Analyics

Expenses

My experses 1 filiers sex
Napcp
B Iruis-isa (4728)

™ 199.00 usn

w2022

™ Government Finance Offic 150.00 usn

S TruiszVisa (70S7) | 1002672022

Enterprise Spend Platform*
2 e v

Amount Dace.

Merchant cazagory group
199.00 USD 10172022 3

Truist- Visa {4788) B Merchant

Coding

Cipense template

+ Acd

Po—

ne
Accoure

Araquired coce
Sub Aczoure

Araquined coce

' spl

+ adirw duscriation
Description
Purchase Napeg:

Notes

Balance: 0.00 U

4 requred zode s Mzzng spit || Cancel

Step 5: Statements under ACCOUNTS. Click ... Select Periodic Activity Report. Click on the PDF format

TRUISTRH

Home  Administration ¥ Accounts  Expenses ® Approvals ¥  Reports ¥ Analytics
B My Accounts My Accounts
& Delegated Acco... Adive v | Find Q
Corporate Card Available Credit (USD)
& Control Accounts 8 e anennn 38 10,000.00
Corporate Card Available Credit (USD)
T, 18,236.00
Purchasing Card Available Credit (USD)
= 1000000
TRUIST E Corporate Card

VISA

P.0. BOX 4926, ORLANDO, FL 32802-4928

JANICE GENTRY prowged for comeniance only. Some fees and
Sansactons ma be omited on i repor. Plesde
400 W MAIN ST RM 630 refer 10 your mailed or dighal Perlodic Statement for
KNOXVILLE TN 37902.2499 n facs. a0 payments
Ouscrepancies il shaays be rescived n avor o e
Pessd Stawment
‘Account Number XOOXX-XXO-X00X-1388
Payment Address
Truist Bank
P.0. Box 791250
Baltmore, MD 21279-1250
ACCOUNT SUMMARY
TOTALCREDIT  AVAILABLE FOR BILLING CYCLE DAYS INBILLING  PAYMENT AMOUNT
LNE CASHADVANCE CLOSING DATE  CYCLE DUE DATE DUE
10000 0 11022022 31 1211202
TRANSACTION SUMMARY
DATE OF | REFERENGE NUMBER DESCRIPTION AMOUNT
08T /
TRAN
1007 10006 | MARRIOTT ™ 20854
MCC: 3500 MERCHANT ZIP: 37660
LODGING CHECK-IN DATE: 10104722
TOTAL PURCHASES
$208.54
TOTAL RETURNS
$0.00
TOTAL
$208.54
|er=creom
FINANCE SUMMARY
Previous Balance $0.00
Purchases and Other Charges . 000
Cash Advances . 000
Late Charges. . 0.00
Other Credits - 000
Payments . 000
Page lof2
| New Batance =

$0.00 |

Enterprise Spend Platform®

2 sanice v

Corporate Card

Issuer Card Type Card Number Cerd Status

Truist - Visa Corporate Card Fhdk_dkdk_kkkk_1388 Active
Scatemen: period v | Find Q
10/03/2022 - 11/02/2022

Opening Balance (USD)

0.00

Balance (USD)

0.00

Credit Limit (USD)

10,000.00

[+](~]

208.54 uso

Marriott Meadowview

B2 ooez02

lumber Card Status
Fhdk_KHHE_1388 Active
Find Q

Credit Limit (USD)

10,000.00

]

Coded Transaction Report

Periodic Activity Report




Step 6: Reports>My Information>Expenditure Analysis>Transaction Search Personal

TRUIST BH

Home Accounts Expenses

My Information »3 Account Details

Expenditure Analysis

Search by:

Reports v

b

> Personal Details

Transaction Search - Personal

Statement Period, Start Date/End Date, Coding Information

Transaction Search - Personal o
Statement Issuer  { ] NS4 Transaction Type & Status -
Statement Period I v -
Product [[AUTypes] v Transaction Type :‘
Start Date :l? Transaction Status —V‘
End Date I Approval Status ]
Execution Range ( v Policy Status [ v l
@® Posting Date O Transaction Date Personal Transactions O Yes O No @ Both

Linked Transactions O Yes O No @ Both

Disputed Transactions @]
Export File Name ‘ ‘
Export File Type [ V‘

Supplier Groups

) Exclude Payments Currency & Amount

Enhanced Data
Coding Information
Additional Fields

Report Templates

Knox County Finance
Procurement Card Staff
Janice Gentry, CPCP
865-340-5599
Janice.gentry@knoxcounty.org
Melissa Vanover
865-215-4428
Melissa.vanover@knoxcounty.org




