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SPEND PLATFORM)
TRAINING

JULY 7, 2016



P-CARD RESPONSIBILTIES

P-Cards are for travel only

Charges not related to travel must be approved “In Advance” by Tim Bargeron

Charges must be approved, in ESP, by the 8% of the month following the charge

All receipts must be turned in to Accounting by the 8t of the month following the charge
P-Card may be suspended for failure to comply with the responsibilities outlined in the P-Card
agreement

3 suspensions may result in total loss of P-Card privileges.



ENTERPRISE SPEND PLATFORM

* https://identity.enterprisespendplatform.truist.com/login

* Log on using email address, username and password

* If you have forgotten your username, contact Accounting (contact information provided at
end of presentation)

* If you have forgotten your password, you can reset it using the “Forgot Password” link

* If you make 3 unsuccessful attempts your account will be locked, please contact accounting
to unlock you.

* If your account is locked the “Forgot Password” link will not work.
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ENTERPRISE SPEND PLATFORM

APPROVING CHARGES
On the Home screen, under Main Menu

If “Approvals” is colored in Orange (this indicates that you have transactions to approve), if
colored in Blue (this indicates that you do NOT have transactions to approve OR that your
delegate has not coded them).

If you need to approve, Click “Approvals”.
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Administration
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Card for New Employee
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wWelcome Michelle Thomas

welcome back, vou last logged in 06/25/2016 at 10:02 PM
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me to Enterprise Spend Platform, a comprehensive card management solution that provides vou the control, wisibility, and

flexibility vou need to manage your commercial card program.
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Name Number MName Sign OFfF to Sign OFF Balance Gauge



ENTERPRISE SPEND PLATFORM

APPROVING CHARGES

* On the “Approvals screen” you will be directed to the items that are in need of approval.

* The statement will be highlighted in red and the Approval items will also be highlighted in
red.

* Click on the Statement Date under Items requiring attention or click Statement Date
highlighted in red on the left side.

[~ https:/fenterprisespendplatform . suntrust.comyrmain/hormepac
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ENTERPRISE SPEND PLATFORM

APPROVING CHARGES
* |f you click on the Date in Red from the previous screen:
You will see your Name under Approval Required, click your name.
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ENTERPRISE SPEND PLATFORM

APPROVING CHARGES

* Clicking on your name takes you to the “Transaction approval” screen.

* You will see all items that pertain to the statement period that need approval under
“Approval Required”.
You can “approve all” or “approve selected items”. If you “approve selected items” you
must check the boxes.

ke —3

SUNTRUST Enterprise Spend

Home Settings Reports Help Logoff

Approvals Transaction Approval <
Statement & transactions reqguiring approval
05/28/2016 to 06/27 /2016

Items Requiring Attention

SunTrust - MasterCard

Statement - 092772014 Expand All Collapse All

Statement - 10/27/2014 STI - MC - Purchasing (0024) Approve Selected Items Approve All

Statement - 11/27/2014
Statement - 12/27/2014

Information Required T

Staternent - 01/27/2015 > Information Prowvided

Statement - 02/27/2015 Approval Required (2)
Statement - 04/27,/2015

Statement - 05/27/2015 R B :
All Transactions Lwvi1 Linked to Amount Allocation

06/16/2016 Chewron 0302521 - 1.91 Wiew
Statement - 08/27/2015 Purchase Chevron 0302521
Statement - 09/27/2015 06/17/2016 Holiday Inn Xpress 1,913.64

Statement - 06/27/2015

Statement - 10/27/2015 Purchase Holiday Inn Xpress

Statement - 11/27,/2015 . Approved (1)
Statement - 01,/27/2016
“iew Statement Report - Account 1
Statement - 02/27/2016
Statement - 04/27/2016
Statement - 05/27/2016

Statement - 06/27/2016




ENTERPRISE SPEND PLATFORM

APPROVING CHARGES

* You can click on View Statement report and that will take you to a statement which shows
you the accounts that the charges are coded to.
If you click the Green Check Mark, you will see more information as noted by your
delegate, and the Red exclamation will take you to an area that you can leave notes and
also approve.

Home Settings Reports Help Logoff

Approvals Transaction Approval
Statement & transactions requiring approwval
05/28/2016 to 06/27 /2016

Items Requiring Attention

SunTrust - MasterCard

Statement - D5/27/2014 Expand All Collapse All
Statement - 10/27/2014 STI - MC - Purchasing (0024) Approve Selected Items Approve All

Statement - 11/27/2014 - Information Required

Statement - 12/27/2014
Statermnent - 01/27/2015 - Information Provided
Statement - 02/27/2015 Approval Required (2)
Statement - 04/27/2015

Statement - 05/27/2015

All Transactions Lwll Linked to Amount Allocation L
06/16/2016 Chewron 0302521 - 1.91 View

Statement - 08/27/2015 Purchase Chevron 0302521

Statement - 09/27/2015 06,/17/2016 Holiday Inn Xpress - 1,913.64 Wiew

Statement - 10/27/2015 Purchase Holiday Inn Xpress T

Statement - 11/27/2015 - Approved (1)

Statement - 06/27/2015

Statement - 01/27/2016 )

View Statement Report - Account 1
Statement - 02/27/2016
Statement - 04/27/2016

Statement - 05/27/2016

Statement - 06/27/2016



ENTERPRISE SPEND PLATFORM

VIEW STATEMENT REPORT

Home Settings Reports Help Logoff

Approvals

Items Requiring Attention

Purchasing Card

SunTrust - MasterCard

Statement
Statement
Statement
Statement
Statement
Statement
Statement
Statement
Statement
Statement
Statement
Statement
Statement
Statement
Statement
Statement
Statement

Statement

09/27/2014
10/27/2014
11/27/2014
12/27/2014
01/27/2015
02/27/2015
04/27/2015
05/27/2015
06/27/2015
08/27/2015
09/27/2015
10/27/2015
11/27/2015
01/27/2016
02/27/2016
04/27/2016
0s5/27/2016
oe/27/2016

4204 !!EEC!D!EE Rd

Fort Pierce

FL 34547-5414

TRANSACTION

DATE

05427

POSTIMG DATE SUPFLIER MAME
Fund Expense Function

0s/29 Wue*oracle Exam
4200 E 5300

Chewvron 0302521
E 5300

Holiday Inn Xpress
E 5300

card

MOMNTHLY ACCOUNT STATEMEMT

Account Number

SUPPLIER CITY
Facility Project

800-511-3478
0559 47116

Atlanta

0559 20100

Kansas City
0559 47116

Closing Date 062772016
Amount Due % 0.00

Payment Address
SunTrust Bank

P.O. Box 791250
Baltimore, MO 21279-1250

SUPPLIER STATE AMOUNT
Sub Project Program

MM % 93.75
00000 £ 93.75

GA % 1.91
00000 $1.91

£ 1,913.64
$1,913.64




ENTERPRISE SPEND PLATFORM

GREEN CHECK MARK (additional view)

@ Transaction - Mozilla Firefox

8 | https://enterprisespendplatform.suntrust.com/rmain/Transaction_l.asp?transaction_ref=H21720160618pdntvipww8tar=655&page= wf=w

Transaction: Details

Purchase:

Summary Approval

Fund Expense Facility Project

1000 E . 0559

Supplier Infarmation Receipt?

Sub Project

Disputed

Program

Balance

Amount Incl

1.91

Tax

[ = | =]

Print Transaction Summary

Tax Status
Tax Incld




ENTERPRISE SPEND PLATFORM

RED EXCLAMATION (additional view)

@ Transaction - Mozilla Firefox o |l= || == |

@ | https://enterprisespendplatform.suntrust.com/main/Transaction_l.asp*ransaction_ref=H21720160618pdntvipww&ar=655&page=48wf=w

Transaction: Details Print Transaction Summary

Purchase: 06/16
Amount: $1.91
Chevron 0302521, Atlanta

Summary Coding
” Process ” " History "

All Transactions Lvl1l

Cardholder Comments

Approver Comments

Information Reguired
! Approval Required
Approved




ENTERPRISE SPEND PLATFORM

What if | know the card has been used, AND | haven’t approved anything, but | don’t show
anything to approve?

REPORTS
* |f you click on Reports, you will see some report options.
* The most beneficial will be Transaction Search-Personal in finding this information

E Enterprise Spend Platform x +

= @ | https://enterprisespendplatform suntrust.com/main/homepage.asp

|,||I"|:'£f///,/ﬂ‘_é
SUNTRUST Entérprise Speng

Settings leports Help Logoff

My Information

Control Account Summary

Expenditure Analysis
S - You will see “Personal”
Transaction Search - Company . “ ”
instead of “Company
Enhanced Data Analysis \
Suppliers - Company
Suppliers - Top Spend

Analysis - Company




ENTERPRISE SPEND PLATFORM

REPORTS

* Click on Transaction Search — Personal

* Select your Search Criteria

* Click down arrow under “Additional Fields” on page 2 select “Line Coding”

B Transaction Search - M ' illa Firef

(= httE flenter esuntrustoocorms = 2 1010

@ Transaction Search - Company

Emp Transaction Type & Status

Ermpl x
mipele Supplier Groups

Emplc t Marme ) .
Supplier Froperties

mpany Nt
Currency S Armount

unt Mu ber
L Enhanced Drata

Coding Information

SunTrust - MasterCard Additional Fields

Lal Typeas]
[Lal Types]

Start Date

End Crate

=]
=1
=1
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=1
=1
=1
=1
=1
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Pagse 1 E: = 2

'E'_'tEj Report Templates |~ |
ppec




ENTERPRISE SPEND PLATFORM

REPORTS

* You will then see your transactions.

* Green check mark means that an action has been completed.

* Red X or Red | Means that actions have not been completed.

* Red X =item needs to be coded. (This is done by the delegate)

* Red ! =item needs to be approved. (This is done by the cardholder)

Posting Date Tran Date  Account Supplier Amount

06/06/2016 06/03/2016 g SEOFEIEEN = 4571
4100 E 7600 3

06/13/2016 06/11/201c W  Seee————

06/16/2016 06/14/2016 semm eSS
06/23/2016 06/22/2016 SN Sl 50.00

06/26/2016 06/24/201c miiin kSR 54.50
Debit Total USD  558.16

Credit Total USD  -43.71

Total USD  514.45




ENTERPRISE SPEND PLATFORM

FRAUD ISSUES “Be Advised”

We have had situations where merchants attempted to run a card multiple times and the
card was deactivated. If a merchant runs into a problem running your card, after 2 failed
attempts are made please STOP and call either of the individuals listed below. (Contact
information is provided at the end of the presentation)

Camila Messina
Margaret (Peg) Warnke
Michelle Thomas



ENTERPRISE SPEND PLATFORM

ANY QUESTIONS?

* District Contact Information
Camila Messina, camila.messina@stlucieschools.org, 772-429-3983

Margaret (Peg) Warnke, margaret.warnke @stlucieschools.org, 772-429-3970
Michelle Thomas, michelle.thomas@stlucieschools.org, 772-429-3646



mailto:camila.messina@stlucieschools.org
mailto:margaret.warnke@stlucieschools.org
mailto:michelle.thomas@stlucieschools.org

