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Use the filters to define the transactions to view, and click on Run Search.  Search criteria can be saved  

 

 



 
 

 

The results are shown on the page.   

A paper clip means the transaction has already been attached to an expense report. 

A solid circle under Actions means it is the whole transaction, i.e,; it has not been split. 

 

 

 

 



 
 

 

You can display more fields on this Search Results page by choosing the New Format option under Display 

Format.   

 

Choose the field you would like added and click the right arrow to select (or the left arrow to remove).  Click 

Finished when you have chosen all the ones you want.  You can name and save the display formats and select 

them each time you do a transaction search. 

 

 

 



 
 

 

The new field will now be given in the Search Results 

 

 
 

 

To see the transaction details click on the three dots under Actions from the Search Results. 

 



 
 

 

 

From Transaction Detail page and the Transaction Allocation and Expense Type section, you can split a 

transaction and allocate an expense category 

 

 
To split a transaction click on the Split button and enter the parameters for how you would like the 

transaction split. 

 



 
 

 

 

From the Transaction Allocation and Expense Type section you can see the assigned expese category.  This 

can be overwritten and a description may be added (if the transactions has not yet been submitted).  

 

 The transaction Information section gives details on the transaction.  Note that if the Sales Tax is $0, it does 

not necessarily mean there was no sales tax, just that the merchant did not provide it. 

 



 
 

 

 

Merchant Information and Account Information is provided 

 

 



 
 

 

 

 

 

 

 

 

 

 

 

 

 

 



 
 

 

 
 

Only companies enabled for receipts will be able to view the options to add receipts. 

Receipts can be added to transactions from the Search Results screen, or when creating an expense report (see 

Section 6) 

 

Reciepts can be added from the Search Results screen 

 

Select the transaction and click on the receipt icon.  

 



 
 

 

Reciepts can either be emailed to Centresuite, in which case they will be available under Available Reciepts or 

the carholder can upload the receipts from their computer. 

Ask you program administrator for the email address to send your receipts to.  It is listed under our User 

profile. 

 
 

 

 



 
 

 

 
 

To export transactions, first Search for the transactions to export. 

 

You can name the export file, set the level of detail required and the format of the file.  Click Run Export. 

 
The report will be avaiable in the Output Log.  This can be reached throught the Reports menu or the 

Expenses Menu.  Click the Refresh Status log after a few minutes if the report has not appeared. 

 

 

Select the report to download by checking the box next to report and click on the download icon to download. 

Reports will remain in the Output Log for 10 business days then deleted. 

 

 



 
 

 

 
 

 

  



 
 

 



 
 

 



 
 

 



 
 

 



 
 

 



 
 

 

 

 
 

 

To delete an expense report go to Manage Expense Reports, check the box next to report you want to delete, 

and click on the three dots under Details to remove the associated transactions.   

  

 
Scroll to the bottom of the report to where the transactions are listed.  Select the top box to select all 

transactions and click the Remove from Report option. 

 



 
 

 

 

Click Yes to confirm you want to remove the transactions 

 
You can then go back to Manage Expense Reports and Delete the report. 

 

 


