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APPROVING IN CHASE

Before you begin, make sure you are using the right role in Chase. If you have multiple roles,
they will appear in the drop down box at the top of the page like this:
Click on the appropriate role to have the right options.

CHASE®  JPMorgan

Home

user Role:

pmpany Program Administator = U0
Level Manager - 20 - Director of Purchasing
Cardholder - X000 XX XNXE942 - PURCHASING2 CARD

ACTIVITY REPORTS & DATA FILES

ALERTS & NOTIFICATIDNS ) 1 SCHEDULED REPORTS ?

Previeus 30 days

MOST RECENT POSTING DATE
05/26/2016

COMPLETED REPORTS ¥

Previous 20 days

TOTAL USERS 248 n DATA FILES )

TOTAL LOCKED USERS } D PURCHASING REPORT )

Previgus 30 davs D5/17/2016

RECENTLY ADDED ACCOUNTS } 1 EXPENSE REPORT }

Pravious 20 days 051772016

RECENTLY ADDED CARDHOLDER 170 m
USERS } 1
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APPROVING IN CHASE

Home

From the Home
Page, select the

Account Transaction Financial Tab /
Summanf Transaction
User R Management /

Transaction
Approval Summary.

Merchant
l summary
Transaction

I Management

(If you have
multiple roles,

i make sure you have
selected the right
User Role from the
drop-down before
you start.)

Processing

Retrieve Receipt

L Images

05/17/2016
TOTAL USERS 2
u Previous 30 days

ﬂ TOTAL LOCKED USERS ? 0

—

Previous 30 days

RECENTLY ADDED 0
ACCOUNTS !}

Previous 30 days

RECENTLY ADDED 2
CARDHOLDER USERS ?

Previous 30 days

REVIEW REQUIRED
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APPROVING IN CHASE

Financial

A Search Reporting Structure

SEARCH REPORTING STRUCTURE

SEARCH CRITERIA QUICK LINK

Select Director of Purchasing &
(Your assi/ﬁed reporting level)

Recently Viewgd:  None

Search By:

Select a Quick Link

On the next screen, you should see
your title, as | see Director of
Purchasing here. Click on the title.
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APPROVING IN CHASE

Financial

A Search Reporting Structure Transaction Approval Summary

TRANSACTION APPROVAL SUMMARY

Director of Purchasing » 2020 S AVENUE 8E » YUMA, AZ » 85365-6900

Click on the drop
down to select the

cycle you wish to
SEARCH CRITERIA view.

(04/12/2016 to 05/10/2016)
Date Type: Posting Date

() Date Range: From: 04/12/2016
To: 05/10/2016

Date Type: Posting Date

Data available starting: 05/19/2013
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APPROVING IN CHASE

TRANSACTION APPROVAL SUMMARY

Director of Purchasing » 2020 5 AVENUE 8E » YUMA, AZ » 83365-6500

Accounts: 2
Transactions & Adjustments: 37
Reviewed: K]
Not Reviewed: 3
Approved: 3
Not Approved: 34

SEARCH CRITERIA ADVANCED OPTIONS

O Reporting Cycle: My 2016 Filter (starts with): None
04/12/2016 to 05/10/2016 s Al
Date Type: Posting Date
® Date Range: From:  04/12/2016

To:  05/10/2016

Date Type: Posting Date

Data available starting: 05/19/2013

Page Totzk: 23,235.25 ¢

Pagelof1 |
NotApproved  Approved  NoChange  Account Name Transactions  Reviewed  NotReviewed  Approved T
= ustments
0 0 0 ;

0 0 @ COPIER LEASE CARD g L i 3 831

0 0 0 0
0 0 ® PURCHASING CARD & a ! ! JEH
37 M 3 3 23,25

Total 7 : ; ;
Pagelofl

You will now see
the summary

page.

At the bottom of
the page, you will
see the cards you
approve.

Click on the
Account Name to
view that card’s
transactions.
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APPROVING IN CHASE

ARLIT LRITERIA AUV4[IEE] SEaTC]

() Reporting Cycle: May 2016

04/12/2016 to 05/10/2016

Date Type: Pasting Date

O DateRange:  From: pypgopangg

Te: /1072016
Date Type: Pogting Date

Data avallable starting: 05/19/2013

Band Al | Colapse Al

Page1of

Search Tota: 1493644

Page

. ) Posting  Tramsaction __— Transaction Additional
Detail ~ Reviewed Approved Dafe its fiEsCription : Information
DESERT DOCUMENT SHREDD
N
il 0 oums Wiy mn [
Spiit(s) 1+ Shredding for Business & Liberal Arts (14.29%) 857
Splt(s) 2: Shredding for CDLL (14.29%) 857
Spiit(s) 3: Shredding for Library (14.29%) 857
Split(s) ¢ Shredding for Career & Technical Services (7.15%) 14
Spiit(s) 5 Shredding for Dean of Instruction (7.15%) 1429
View All.
5 TWCFTIME WARNER CABLE
T o 4t
— H e T s [
TWC*TIME WARNER CABLE
"]
il O WUl W e 5
TWC*TIME WARNER CABLE
v il
il 0 DS WG e ms [
TWC*TIME WARNER CABLE
"]
il) | O W WO e oo 1455
UPS*0000877266
15/
il B0 wms w0 SR sy GO
Spiits) 1: Express shipping for Humanities, Vanessa Lopez (17.95%) 47
Split(s) 2: Express shipping for Central Receiving (20.1%) 534
Spiit(s) 3: Express shipping for Quartzsite (22.85%) 607
Split(s) 4: Express shipping for Athletics, Patrick Cunningham
J 6.0
(1.81%)
Spiit(s) 5 Express shipping for Parker Leaming Center (16.3%) 43
XEROX CORPORATION/RBO
v i3/ /
) O woms wsas oo o ax O
XEROX CORPQRATION/RBO
i) OO woms W o s ER
XEROX CORPORATION/RBO
il )| B 0 woms wosme g0 w4
i _ _ YEROY FORBNRATIAN/RRN -rw

Now below the search
criteria section, you
will see a break-out by
line of all transactions
on the card.

Your cardholder should
have reviewed it if you
have been given the
statement and
receipts. The reviewed
box next to each line
must be checked.

Click on the
Transaction icon to
view the detail of each
line. The detail on the
screen should match
what you see on the
report given to you by
the cardholder.

To view an uploaded
receipt to be sure the
correct one was
attached to the line,
click on the view
receipt icon.
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APPROVING IN CHASE

‘ Search Reporting Structure Transaction Approval Summary Transaction Summary Transaction Detail

TRANSACTION DETAIL

URCHASING # XXXX-XXXX-1354-8334 (Activa) » Diractor of Purchasing » PO BOX 329 » YUMA, AZ 853660923

Financial Detail Split Detail

Reviewed Approved Posting Date Transaction Date Description Transaction Amount Net Transaction Amount Additional Information

XEROX CORPORATION/REO
¥ ] 04/27/2016  04/26/2016 TR, [ A 430.36 430.36 BEE

Expense Description: Lease payment for X70EXI Fiery Print Sarver located at Print Shop, Invoice 083621883

r Code: 084050676

ACCOUNTIWNG CODES INFORMATION Display accounting codesffrom  account Lavel

Location Fund Department Code Object Code

0000 - General 30810 - Print Services 5210 - Operational Sarvicas

04/27/2016

mber: 000004819857767

USD (U.S. DOLLAR)
430.36 USD (U.5. DOLLAR)
104/27/2016

430.26 USD (U.5. DOLLAR)

Posted [Currency Code:

Currency:
Original Conversion Rate & Bate:
Billing Qurrency:

Billing Qonversion Rate:

0.00
National Currency: 0.00 000 (000}
National Conversion Rate: 0 0.00
Memo Indicator: Yes
Matched|Indicator:

Mercharlt & Processing Information!

Merchant Mame:

XEROX CORPORATION/RBO Acquirer Reference Number: 55548076117027250186055
Additional Information: Approval Code: 022257
MerchantjReference Number: 084050676 Terminal ID:
Merchant|Category Code (MCC): 3;g:f;;n?;gﬁ?x?li::ﬂgocoW 3 Issuer Transaction Coge Qualifier: 3001
Banknet Reference Number: MCFLIZBAMO426 Transaction Categoyy: 0
Transactign Flag: a0 Transaction Code/Qualifier:

Vhen you’ve clicked\on the Transaction Icon

shown in the previous screen,
ou will be taken to this page.

Here, you will be able to see the Accounting Codes Information entered on the
line.

If there is an error on an accounting code that you need to fix, you will need to
uncheck the review box, and click on the save button.
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APPROVING IN CHASE

~ Search Reporting Structure Transaction Approval Summary Transaction Summary

Financial Transaction successfully modified.

TRANSACTION SUMMARY

COPIER CARD » XXMX-XX¥X-1354-6518 (Active) » Director of Purchasing + PO BOX 923 » YUMA, AZ B53660523

SEARCH CRITERIA

) Reporting Cycle: May 2016
04/12/2016 to 05/10/2016
Date Type: Posting Date
@ Date Rangs: From:  ga/12/2016

Te:  05/10/2016

Date Type: Posting Date

Data available starting: 05/15/2012

Expand Al | Collspse A8

Pagelofl rpage

Approved Posting Date Transaction Date Description Ir; ion A t Additional Informatic

< BAN NT
Jul[ @] B 04202016 04/19/2016 ;157?;3'12)(755;1?::5]55;? 7,751.25 A
Split(s) 1: Lanier Lease Agreement, Athlstics Pocl 18 [2.93%) 205.00
Split(s) 2: Lanier Lease Agreement, Construction Trades Poal 12 (2}36%) 183.22
Split(s) 3: Lanier Lasse Agreement, Business Pool 13 (5.73%) s21.88
Split(s) 4: Lanier Lease Agreement, Campus Life Pool 05 (2.92%) 226.23
Split(s) 5: Lanier Lease Agreement, Campus Police Pool 07 (3.26%) 252.40
iew Al
o= 04/27/2016 Teo-Se 4000, K -8603-2836 48372
Split(s) 1: Ricoh Copier Lease Agreement Human Resources Dept. (190%) 4g3.72
a2 A = 04/29/2016 :3&:20:; I_%i EES_‘U JERENY 83.84
Split(s) 1: CTE ID #4779 Copy Charges (5.14%) 4.31
Split(s) 2: Institutional Effectiveness 1D #4772 Copy Charges (87.64%%) 73.48
Split(s) 3: Nursing ID #4778 Copy Charges (7.22%) £.05

Page1of1  Page

After you have verified the accuracy of all lipes,
checkmark the Approved boxes. Now you can click on
the save icon, at either the top or the bottom.

Once it is saved you will get the green bar across the top.
If something isn’t right, you will get error messages to let
you know what you need to fix.

To ensure all lines have been approved properly, you will
now want to run a report.
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APPROVING IN CHASE

Home From the home
screen, click on the
Schedule reports tab.
User Role:  Level b Summary asing
Schedule Click on Schedule
Report - Report.
. |

Completed

ALERT!  Reporis 4

Previous
Scheduled

s Reports

05/18/2

TOTAL USERS 2

Previous 30 days

TOTAL LOCKED USERS ) 0

Previous 30 days

RECENTLY ADDED ACCOUNTS } 0

Previous 30 days

RECENTLY ADDED CARDHOLDER 1
USERS )

Previous 30 days
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APPROVING IN CHASE

Once on the Schedule Report Page,
select Expense Report (Travel

Reports) \

PROGRESS - STEP 1

Select Report

Mo report selected

‘b | SCHEDULE REPORT:

Select a report from the list provided. To quickly locate the report you are looking for) try using the Group By and Show options above.

Group BY pone Show g

Account Activity Spe...
Alert and Exception Rep...
System (Adobe PDF)

More Detail

Accounting Codes An...
Accounting and Reconcil
System (Adobe PDF)

More Detail
Approver Summary E...
Expense Reports
System (Adobe PDF)

More Detail
Cash Transaction Det...
Travel Reports
System (Adobe PDF)

More Detail
Detail Spend Analysi...
Financial and Spending...
System (Adobe PDF)

More Detail
Line Item Detail
Purchasing Reports
System (Adobe PDF)

More Detail

Account Statement (...
Financial and Spending...
System (Adobe PDF)

More Detail

Accounting Software...
Accounting and Reconcil
System (Quicken/ Micro.

More Detail

Audit Report
Audit Reports
System (Microsoft Excel)

More Detail

Central Travel Soluti...
Travel Reports
System (Adobe PDF)

More Detail
Dormant Cardholder...
Program Management R...
System (Adobe PDF)

More Detail
Lodging Chain and S...
Travel Reports
System (Adobe PDF)

More Detail

Account Statem
Financial and Spen
System (Adobe PDF)

More

Airline City Pair Deta.\
Travel Reports
System (Adobe PDF)

Audit Report Version 2
Audit Reports
System (Microsoft Excel)

Central Travel Soluti...
Travel Reports
System (Adobe PDF)

More Detail
Early Warning Report
Program Management R...
System (Adobe PDF)

More Detail

Merchant Detail
Merchant and Supplier...
System (Adobe PDF)

More Detail

Account Status
Program Management R...
System (Adobe PDF)

More Detail
Airline Summary
Travel Reports
System (Adobe PDF)

More Detail
Authorization Dec
Financial and Spending...
System (Adobe PDF)

ily Transaction Su...
Trinsaction Reports
Syskem (Adobe PDF)
More Detail
Expense Report
Travel Reports
System (Adobe PDF)

More Detail
Merchant Related Sp...
Alert and Exception Rep...
System (Adobe PDF)
More Detail

Accounting Code Detail
Accounting and Reconcil.
System (Adobe PDF)

More Detail
Approver Summary
Program Management R...
System (Adobe PDF)

More Detail
Cardholder Self-Regi...
Account Activity
System (Adobe PDF)

Delinquency Report (...
Program Management R...
System (Adobe PDF)

More Detail
Expense Report with...
Expense Reports
System {Adobe PDF)

Program Summary
Program Management R...
System {Adobe PDF)

More Detail
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APPROVING IN CHASE

PROGRESS - STEP 2 OF 4

Select Report Select Entity
Expense Report Mo entity selected

‘b | SCHEDULE REPORT:

Use the search form below to loc e entity you wish to report against. Qr, sel

/

Director of Purchasing - Org Point

Org Point Name

Org Point Name 2 Org Point Country

Org Point Number Reports To

Your Quick Link
should have your
approver role
showing here.

Click on the name to
select that reporting
role.
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APPROVING IN CHASE

PROGRESS - STEP 3 OF 6

I
Select Report Select Entity Select Scheme

Expense Report Director of Purchasing No scheme selected

dlb | SCHEDULE REPORT:

Select the cost allocation scheme that you wish to report against.

@ Chart of Accounts (ACTIVE)
Location, Fund, Department Code, Object Code
() None

Include all transactions. Accounting code fields are not available.

Select Filters
Mo filters applie

Step 3 of 6 requires no changes, just
click next.
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APPROVING IN CHASE

PROGRESS - STEP 4 OF 6

! ¢ __________________| I
Select Report Select Entity Select Scheme Select Filters Report Options |
Expense Report Director of Purchasing Chart of Accounts No filters applied Customize your report ]

Gllb| SCHEDULE REPORT:

Select the field, type, and value Click the Add button to add the filter.

Field Nl Type

O Field Type value

To add a filter, enter the filter criteria above and click the Add button.

Step 4 of 6 also requires no changes,
just click on next.
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APPROVING IN CHASE

PROGRESS - STEP 5 OF 6
e e e B

Select Report Select Entity Select Scheme Select Filters
Expenss Report Director of Purchasing Chart of Accounts Mo filters applisd

Lll;‘| SCHEDULE REPORT:

Specify the schedule report options below, then click Next or Save to continue.

Date Type Posting Date

Report Format Adobe PDF
Number Format W SO0

Date Format MM/DD/YYYY

Additional Options Include Splits

Account Type

Account Status

Active

Inactive

Issuer Initiat

Lost/Stolen

Purged

Retired/Deceased v
Snsnended

Desripton Approver Report - Director of Purchasing - May 2016

BEity = A PEGGY.HAYES@AZWESTERN.EDU

Step 5 of 6 will require you to add a couple of items. Check mark the Splits box to be sure
any splits will show up on the report. Also select “Include Both Account and Non-Card
Account” in Account type. This will ensure that any cash entries also show up on the report.
Type in your report name as shown in the Description Box here. Click on Next to advance.
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APPROVING IN CHASE

PROGRESS - STEP 6 OF 6

Select Report Salect Entity Select Scheme Select Filt=
Expense Report Dirmctor of Furchasing Chiart of Accounts Mo filters apg

@& | SCHEDULE REPORT:

Choose the frequency and date range to use to schaduls this report, then click Save to continue.

Q

From Drate To Date Scheadule Offset {in days)
O

Start Date Diays to Run Schedule Cffset {in days)
Q

From Day Wesaks to Run

To Day Scheduls Offsat {in days)
o

From Day Months to Run

To Day Schedule Offsat {in days)
Ll

Date Type: Pasting Date

Reporting Cycle May 2016 (04/12/2016 - 05/10/2016)

Number of Cycles to Run | 1 Schedyle Offset | g {iprdays)

m Canl:EI

Step 6 of 6 allows you to se/leéthe report for the month/cycle you need. Click on\the bubble
for Reporting Cycle. Use the drop-down box to select the correct cycle. Leave the\Number of
“Cycles to Run” at 1 as you will run a different report each month. Click on Save.
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APPROVING IN CHASE

Reports

The system
will return
you to the
Reports
page. Click
on Home to
go back to
the home
screen.

L

PROGRESS - STEP 1

|
Select Report

Approver Summary

Select Entity
Mo entity selected

43\ SCHEDULE REPORT:

Select a report from the list provided. To quickly locate the report you are look

Account Activity Spe...
Alert and Exception Rep...
System (Adobe PDF)

More Detail

Accounting Code Detail
Accounting and Reconcil...
System (Adobe PDF)

More Detail

Airline Summary
Travel Reports
System (Adobe PDF)

More Detail

Audit Report Version 2
Audit Reports
System (Microsoft Excel)

Central Travel Soluti...

Travrnl DAanards

Account Statement (...
Financial and Spending...
System (Adobe PDF)

More Detail

Accounting Codes An...
Accounting and Reconcil...
System (Adobe PDF)

More Detail

Approver Summary
Program Management R...
System (Adobe PDF)

More Detail
Authorization Declin...

Financial and Spending...
System (Adobe PDF)

Central Travel Soluti...

Tranrnl Danmackes

Accc
Finai
Syst

Accc
Acco
Syst

App
Expe
Syst

Carc
Acco
Syst

Dail

Team
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APPROVING IN CHASE

Home
User Role:  Level Manager - 20 - Director of Purchasing

ACTIVITY REPORTS & DATA FILES
ALERTS & NOTIFICATIONS * 4 E’ SCHEDULED REPORTS !
Previous 30 days Cl
MOST RECENT POSTING DATE COMPLETED REPORTS
05/18/2016
TOTAL USERS 2 DATA FILES ?}
Previous 30 days
TOTAL LOCKED USERS ?} 0 ~ EXPENSE REPORT ?
Previous 30 days b Approver Report - Director of Purchasing - May
RECENTLY ADDED ACCOUNTS ? o 201 - 05/23/2016
Previous 30 days E EXPENSE REPORT ?

Approved Status - Director of Purchasing - May

RECENTLY ADDED CARDHOLDER

ﬂ USERS 1 2016 Cardholder Report - 05/1%/2016

Previous 30 days m

REVIEW REQUIRED Total Items: 10

TRANSACTIONS REVIEWED/NOT REVIEWED 31/10
Previous 30 days

After a few minutes (time varies depending on how ma/lny other users are using the system at the
time) your report will appear here in the home screen. You will receive an e-mail in your AWC
Inbox to tell you when your report is ready to view. Click on the report name to view it.
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APPROVING IN CHASE

CHASEQ  JPMorgan Expense Repor

Posfing Diate: 041212016 - 05110/2016

PURCHAZING CARD, PURCHASING
K 35489

POBOX 92

YUMA, AZ £G36E0829 ISA

Card Transacfions

Fiun Date- 08232018
Report I0: 610017

Pasting Trangachon
Difs Dils Deserplan

Postid
Amount

Recalpt
Amourt

Expanzs
Amour

Rivisd  Approved

54002016 0107018 TWC'TINE WARNER CABLE-S8B-TWCABLE CA 30248
Expens Desceiplion: ntemet senvice at 3an Luis Leaming Center g——

1 usn 171At1sD 10eA1USD

[

Aeoounting Codes
Location: 10

Object Code: 572

Dzpartment Code; 0

05402016 OM0R018  TWC'TIME WARNER CABLE-88B-TWCABLE,CA 30248
Expens Descplion: ntemet senvice at San Luis High School facliyy

Aocounting Codes
Location; 10

Object Code: 5712

$6.30 LD 83690150 B0

Fund; fiono Department Code; 2

[

(51002016 OO0 TWC'TIME WARNER CABLE-BBB-TWCABLE, CAS0248
Expenss Desceiplion: ntemet senvice at E-Canter
Aocountng Coces
Location; 10
Object Code: 5712

1 usn 171At1sD 10eA1USD

Fund; lono Dzpartment Code; 0

[

/

Card Sublotal 14364

Grend Talal 148064

Signed Date Autorzed

Repart Run By. Peqgy Hayes (Roke_UIS311BVADboKGre, Level Manager)
0 10RL-2016 MasterCard. Al rghts resarved,

Page 16 of 16

This is a picture of
the last page of
the report | have
run. You will see
all of the details
(descriptions and
codes) for each
line as well as the
status. If all has
been processed
correctly, there
will be check
marks next to
each line for
Reviewed and
Approved.

Sign and date at
the bottom of the
page and include
this report with
the receipts and
copy of the
cardholder’s
signed report
being sent in to
Accounts
Payable.
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