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On your home 
page, click on 
Reports and then 
Run. 



 

 

Your card name 
will appear at the 
top. Click on the 
Expense Reports 
drop-down 
arrow, then click 
on Expense 
Report with Tax.  



 

 

Items 3 and 4 will 
default to the 
correct settings. 
Use the drop-
down arrow on 
item 5 to add 
report notes and 
check the box for 
including split 
transactions. 



 

 

Click the bubble 
for Reporting 
Cycle in order to 
get the screen 
from which you 
will select the 
appropriate cycle 
period. 



 

 

 

 

The final report will appear on your home page under Reports & Data Files. 

After selecting 
the correct cycle, 
click on Submit 
Request, to 
generate the 
report. 


