Coding a P-Card Transaction in TRUIST

Log into TRUIST: https://identity.enterprisespendplatform.truist.com/login

1. Click on “Home.”

Enterprise Spend Platform

2. Click on the red number next to “Card Expenses.” (The number in the red box tells you that there are transactions
waiting for you to code/approval).

Enterprise Spend Platform
Wome  Adminisuatin v Accowts  Expeesss Roports v Liav
L My Action = Announcements
Account Management renagpnd et
st 0 184
B Gt venes o
™

3. Click on transaction listed.
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https://identity.enterprisespendplatform.truist.com/login

4. Click on the drop down arrow to the right of Tax Status
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5. Click on either Tax Incld (Out of state transactions in which we are required to pay taxes) or NonTaxable (Florida
transactions and other transactions in which we are not required to pay taxes).
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*The St Lucie County School District is a tax-exempt entity in the state of Florida. Remember to provide the District’s
Florida Tax Exemption Certificate to the companies in which the purchases are being made. *



6. If the transaction was out of state and we were required to pay the tax, Click on the “Tax Amount” box and enter
the amount of tax.
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7. Click on the “+” to find code for each part of cost strip.
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8a. You may need to select “Search Fund codes” for a larger List.
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8b. Click on the code needed, and then Click on “Select”
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8c. Repeat step 8 for each part of the cost strip
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* |If you need to split the transaction between two cost strips, enter the amount (under “Amount incl”) for the first cost
strip, fill in the codes, and select the “Split” option. The code the second cost strip.*
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9. Click on “Complete”
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