
ADDING PAYMENT CARD EXPENSES TO A REPORT 

 

 

1. To add expenses to the report click on Add Expense. 

 
2. You will get the pop up below.  You can sort these expenses by Payment Type, Expense Type, Vendor Details, 

Date or Amount. 

 



3. To add expenses to your report check on the boxes and click at the bottom of the page Add to Report.  

 
4. Once the expenses are added to a report you need to ensure they are classified to the correct expense type.  To 

assign the expense type click on the expense.  

 



5. You can search by description. 

 
6. You can search by Object code. 

 



7. Once you have selected and expense type and filled out the required fields click Save Expense. 

 

 

8. Some Expense Types will require additional information.  Example:  If you select object code 5787/Computers 

you will be required to fill in the 10-digit asset number.  Not all system members allow for this type of purchase 

on their payment card.  

 



9. If you choose the expense type memberships you will need to add comments providing the beginning and end 

date of the membership.  Again, not all system members allow this type of purchase on their payment cards. 

 
10. In addition, all purchases using a state account will require a Goods Received date to be selected.  

 



11. You may want to update several expenses at once.  Click in the box to select the expense then click Edit.  

 
12. You will get the pop up below.  You can make your selections then click next.  All of the items you selected will 

be updated.  

 



13. You can add additional expenses to a report that has already been created.   You can then proceed with 

assigning them an expense type.  

 

 

 

 


