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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 8th of the month following the charge
• All receipts must be turned in to Accounting by the 8th 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.

https://enterprisespendplatform.suntrust.com/secure/welcome.asp
https://identity.enterprisespendplatform.truist.com/login


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”.



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.

Clicking here takes you directly to the 
Transaction Approval Screen



ENTERPRISE SPEND PLATFORM
APPROVING CHARGES
• If you click on the Date in Red from the previous screen:

You will see your Name under Approval Required, click your name.

Your name would 
appear here



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.



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.  



ENTERPRISE SPEND PLATFORM
VIEW STATEMENT REPORT



ENTERPRISE SPEND PLATFORM
GREEN CHECK MARK (additional view)



ENTERPRISE SPEND PLATFORM
RED EXCLAMATION (additional view)



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

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

You will see “Personal” 
instead of “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”



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)



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

