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How to Create an Expense Report
Use the website: https://www.centresuite.com/Centre/Public/Logon/
This link is also on the Finance Office webpage.

City NATIONAL BANK
AN RBC COMPANY

M (U] Eileen
%’ COMMERCIAL CARD ONLINE

HOME STATEMENTS ACCOUNTS REPORTS EXPENSES ADMINISTRATION HELP

You last logged in on: 20 December 2022 9:31 AM EST

Al SITE NAVIGATION SUPPORT View

flt LOST/STOLEN CARDS View

View Account Details My Tasks a
Select An Account:
Review Transactions to Report
EILEEN DAY(448486 3755)(0) v , -
You have unattached transactions to report
Cylz=armi Create Expense Report
Credit Limit $5,000.00 (mF o )
Last Transaction Posted $80.15 12/15/2022 Recently Approved (0)
Unassigned 1y
Transactions to Report 1($3.71)
Unattached Transactions. Yes
Quick Links -

Account Action(s)

Create Out Of Pocket Transaction

Upload Receipts @

Manage Accounts
Maintain User Information

VIEW LAST STATEMENT Output Log

Terms & Conditions  Privacy Follcy  City National Bank is a subsidiary of Royal Bank of Canada



https://www.centresuite.com/Centre/Public/Logon/

[ Manage Expense Reports

“ G ® B https/fwww ite.com/Centre/Exp ExpenseReport?expenseReport Type=Ur dAuto B 75 & -
You Elleen Day END EMULATE USER SESSION h Q
+
Manage Expense Reports 7] | creaTe expense ReporT | 5
Reports i Search Expense Reports ﬂ
4
Unassigned [?] 'S
e
D Details Report id 4 Name on Account Expense Report Name Current Status Current Status Date Reimbursable Total Grand Total
e 0010853078 EILEEN DAY 28 Dec 2022 EILEEN DAY 3795 Incomplete 12/15/2022 $0.00 $80.15
In Progress [?1 -~
e
D Details Notes Receipt Report Id &  Name on Account Expense Report Name Current Status Current Status Date Reimbursable Total Grand Total
l:‘ e @ 0010794643 EILEEN DAY Nov report Unsubmitted 12/20/2022 50.00 51220
Recently Approved [?] s

No reports found

Terms & Conditlons  Privacy Policy  City National Bank is a subsidiary of Royal Bank of Canada




O | ! nfolink % [ Manage Expense Reports Xt Join comversstion % | i Join conversation %[k - B X

< C @ o A

2,
&
=
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//www.centresuite.com/Centre/Ex

xpenseRepal

Unassig

Take Ownership of Expense Report(s)

Are you sure you want to assign yourself as the owner of the selected expense report(s)

TAKEOWNERSHIP‘D| CANCEL |




Process Status

Expense report name Process Status

28 Dec 2022 EILEEN DAY 3795 Processed successfully




Once you’ve taken ownership the report will now be under IN PROGRESS

-
+
M D R~
CiryNaTIONAL BANK E’ COMMERCIAL CARD ONLINE 9
[ An rBC company g
o]
STATEMENTS REPORTS EXPENSES HELP "
‘You last logged in on: 23 January 2023 10:32 AMEST
1} SITE NAVIGATION SUPPORT view
ik LOST/STOLEN CARDS view
View Account Details My Tasks -
v g Review Transactions to Report
My Account Create Expense Report
Credit Limit $6,000.00 b~ ] Pro;ress [ ——]
Last Transaction Posted $50.20 1/25/2023 SR ©
Unassigned {0}
Transactions to Report None
Unattached Transactions No
Account Action(s) .
Once you have taken ownership, the expense
Upload Receipts [8] repOl't is now under
Terms &Conditions  Privacy Policy ~ City National Bank is a subsidiary of Royal Bank of Canada
G0
&3



CiTr NATIONAL BANK E’
I8 An RBC ComPANY h

COMMERCIAL CARD ONLINE -

HOME STATEMENTS REPORTS EXPENSES HELP

Manage Expense Reports 17]

Expense Reports. ur Trar i Search Exp Reports
Unassigned [?1 -~
No reports found.
TAKE OWNERSHIP
In Progress [?1] -~
e
Details Notes Receipt Report Id 4 Name on Account Expense Report Name Current Status Current Status Date Reimbursable Total Grand Total \J\J
e @ D 0010936844 30 Jan 2023 4 3449 Incomplete 1/26/2023 $0.00 $494.28
SUBMIT SELECTED
Click on the 3 dots (details) to
Open the report Recently Approved [?] -~

No reports found.

Terms &conditions

Privacy Policy  City National Bank is a subsidiary of Royal Bank of Canada



Remove

Delete

Actions

Date Posted

1/13/2023

1/16/2023

1/16/2023

1/16/2023

1/16/2023

1/18/2023

1/23/2023

1/25/2023

1/25/2023

Expense Report Name: 30Jan:

Account:
Description:
Destination:

Dates:

Grand Total:
Reimbursable Total:

Receipt Attached:

Action: [7]

1/12/2023
1/14/2023
1/14/2023
1/14/2023
1/15/2023
1/16/2023
1/20/2023
1/24/2023

1/24/2023

Billing Amount

$106.70

$23.62

$20.06

53874

510.50

52052

$172.09

$50.20

$51.85

JR 3449

=rrx23440)

12/29/2022 - 1/30/2023
$494.28
$0.00

Merchant Name

TEXON TOWEL WEB

BRU CARMEL

SPEEDWAY 09339 COLUMBUS O

GET GO #7547

TST GRAND PARK

STAPLES 00116582

STAPLES 00116582

SP ZINGERMANS DELICATE

KROGER FUEL #6315

SUBMIT

PRINT EXPENSE REPORT ] Save Cancel

Now complete the report by populating:
DESCRIPTION
ALLOCATION BOXES

ADDING RECEIPTS
SPLIT TRANSACTION (if necessary)

Description Fund

fi

Department

820208

§20206

820206

820206

820206

820208

§20206

820206

820206

Object

Activity

e

-
P4



>

Remove Delete Actions DatePosted &  Date Occurred Billing Amount Merchant Name Description Fund Location Department Ohbject Activity \/\/

iii
iii
fii

S5 He - 1/13/2023 1/12/2023 $106.70 TEXON TOWEL WER 10 = 10 = 520206
®

$23.62

1/16/2023 1/14/2023 10 = 10 = 520206

SPEEDWAY 09339 COLUMBUS O 10 = 10 . J EZ = EZ

Description is required

Free form entry GETGO# AT 0 = G006 2 = =
describing what was purchased TST GRAND PARK s20206 S =2 =
STAPLES 00116582 10 = 820206 = = =
S Ef?. - 1/23/2023 1/20/2023 $172.00 STAPLES 00116582 10 = 10 = 820206 = = =
H. g To add your allocations: *E = I8 = =
@ VB e seLee type in the number if you know it = (M= |me = = =
OR
search by clicking on the 3 horizontal lines
SUBMIT

then search by description



Select Object [?1

Use * as a wildcard.
Search by:

— *fees® will present anything that has the word fees in the description.
Best practice - use the * before and after your search criteria

earch for?

‘*!eeﬂ ) H SEARCH | |

Valid code Description

23601 AGENCY-HELD FOR OTHERS
LEGAL FEES

ACCTG AND AUDIT FEES
SERVICE FEES

PROF'L AND CONSULT FEES
MEAL PLAN EXPENSES

Page 1 of 3 {Items 1 to 20 of 60)

oK Icanzsl

10



o | Infolink

< C M

8]

h

X | [3 Manage Expense Reports

i/ /www.centresuite.com/Cel

* S

penseReport

Select Object [7]

Search by:

valid code description

Search for:

“fees™

Valid code

Description

LEGAL FEES

ACCTG AND AUDIT FEES
SERVICE FEES

PROF'L AND CONSULT FEES

11



Remove

Delete

Actions

Date Posted

1/13/2023

1/16/2023

1/16/2023

1/16/2023

1/16/2023

1/16/2023

1/23/2023

1/25/2023

1/25/2023

You are emulating: ARTHUR SMITH JR (ArtSml...

Expense Report Name:

Account:

Description:

END EMULATE USER SESSION

complete the coding and descriptions for all transactions.

Destination:

Dates: 12/29/2022 - 1/30/2023

S . You can SAVE and come back where you left off later.

Feimbursable Total soo0 If you click SAVE before completing all of the boxes the

B D system will appear to give you an error message but your

work is saved! The system is just highlighting the boxes

Action: 17] that need work when you log back in.

a  DateOccurred Billing Amount Merchant Name Description Fund Location Department Object Activity 5,
121208 $106.70 TEXON TOWEL WeB Deseriprion Requied nE (0 E (e 5 aw 5 e 5
1412023 523.62 BRU CARMEL nE (0 E [m (2 = E
11412028 520.00 SPEEDWAY 03330 COLUMBUS 0 niE (0 E e 2 = E
11412023 s38.74 GET GO #7547 nE (0B [mem = S
1152023 $10.50 TST GRAND PARK nE (0 E [mm = = =
11612023 520.52 STAPLES 00116562 v E (0B [mm 2 = =
12072023 517209 STAPLES 00116562 nE (0 E [mme (2 = B
12412023 §50.20 SPZINGERMANS DELICATE nE (0B [mes S = =
La24f2023 $51.85 HROGER FUEL 76315 v E (0= [we = = =

SUBMIT PRINT EXPENSE REPORT l M Cancel

You are able to change these defaulted codes by clicking

on the 3 horizontal dots

12



Dates: 12/29/2022 - 1/30/2023

Grand Total: $494.28
Reimbursable Total: $0.00
Receipt Attached: No

Click the black circle to

SPLIT a transaction

Remove Delete Actions Date Pg -~  Date Occurred Billing Amount Merchant Name Description Fund Location Department Object Activity
I~ 1132023 1/12/2023 5106.70 TEXON TOWEL WEB 0 = = 520206 = =
.. lns/2023 1/14/2023 52362 BRU CARMEL 0 = 0 = s0208 = =
&S .. Lle/2023 1/14/2023 $20.06 SPEEDWAY 09339 COLUMBUS O 0 o= 0 = s20208 = =
.. l18/2023 1/14/2023 $38.74 GET GO # 7547 0 = 10 = 820206 = =
.. lns/2023 1/15/2023 $10.50 TST GRAND PARK 0 = 10 = 0208 = =
& .. 118023 1/16/2023 52052 STAPLES 00116582 0 = 10 = 520206 = =
&S v l23/2023 1/20/2023 5172.09 STAPLES 00116582 0 = 0 = 520208 = =
.. Lli25/2023 1/24/2023 $50.20 SP ZINGERMANS DELICATE 0 o= 0 = s20208 = =
.. l/25/2023 1/24/2023 $51.85 KROGER FUEL #6315 0 = 10 = 820200 = =
SUBMIT PRINT EXPENSE REPORT ] Save el
Report History 21 A\ 4

Terms &Conditions  Privacy Policy  City National Bank is a subsidiary of Royal Bank of Canada



City NATIONAL BANK E
[ An rBC company .

COMMERCIAL CARD ONLINE

@ O

HOME STATEMENTS

+—Backto Search

Split Transactions "'

Date Posted: 1/13/2023

Date Occurred- 1/12/2023

Billing Amount: $106.70

Merchant Name: TEXON TOWEL WEB

@) Splitby amoun

Number of splits  Add splits’
0

Split by percent

REPORTS

ARTHUR

HELP

Select the appropriate option for your needs

Type the number of times you want to split your
transaction. If you wanted to split it out two ways you
simply type in 2 and GO
If you need to split it 3 times - enter 3 and GO

77

GO

I SPLIT EQUALLY ] 1 [ ADD SPLITS FOR LINE ITEMS [2]

Running total: Balance remaining:

$106.70 $0.00

Description Personal Disputed

SAVE AND RETURN

Mapped Split Amount Split Percent Fund Location

Department Object Activity -

Update Split Amount ~ Start Over [?] nsplit and Ret 7

Uns and Reti [7]  Cancel

Terms &Conditlons  Privacy Policy  City National Bank is a subsidiary of Royal Bank of Canada

14



Click SAVE & RETURN

HOME STATEMENTS REPORTS EXPENSES HELP

«Back to Search

Split Transactions '™

Date Posted: 1/13/2023

Date Occurred: 1/12/2023

Billing Amount: $106.70

Merchant Name: TEXON TOWEL WEB

Method:

() splitby amount Sph‘tbypar’cen[ [2]

Number of splits  Add splies | split this one twice by percentage

D 2 | updated all my allocation fields

Note that | updated one of my default fields: FUND to 11

I SPLIT EQUALLY ] 12 [ ADD SPLITS FOR LINE ITEMS l 11

Running total: 0.00% Balance remaining:

100.00
%
1al  Disputed Mapped  Split Amount Fund Location Department Object Activity -
No 50.00 10 = 0 = 820206 = 23601 = 18004 =
No 50.00 " = 0 = 000000 = 23601 (= 16001 =

SAVE AND RETURN Update Split Amount.  Start Quer [? Unsplit and Return [?]  Cancel

[ -

Terms &conditions  Privacy Pollcy  City National Bank is a subsidiary of Royal NOTE: your can cancel your split, or start over

15



Expense Report Name;
Account: £

Description:

Destination:

Dates: 12/29/2022 - 1/30/2023

Grand Total: $494.28

Reimbursable Total: $0.00

Receipt Attached: No

Action: [?] 3 z B
You now see your split as two line items
If you need to unsplit it - simply click on the icon and ¢
Remove Delete Actions you will see UNSPLIT on the next screen Fund Location Department Object Activity \/\/

12/2023 $48.01 TEXON TOWEL WEB. Split description 1 10 = 0 = 000000 = 23801 = 16004 =
1/13/2023 1/12/2023 558 69 TEXON TOWEL WEB Split description 2 = 10 = 000000 = 23601 =S 16001 S
1/16/2023 1/14/2023 52362 BRU CARMEL 10 = 0 = 820206 = = =
1/16/2023 1/14/2023 $20.06 SPEEDWAY 09339 COLUMBUS O 10 = 10 = 820206 = = =
.. l/asj2023 1/14/2023 $38.74 GET GO # 7547 10 = 10 = 520206 = = =
.. Lasj2023 1/15/2023 $10.50 TST GRAND PARK 10 = 0 = 820206 = = =
& .. l18/2023 1/16/2023 52052 STAPLES 00116582 10 = 10 = 820206 = = =
5 .. Li23/2023 1/20/2023 5172.09 STAPLES 00116582 10 = 10 = 820206 = = =
.. L25/2023 1/24/2023 $50.20 SP ZINGERMANS DELICATE 10 = 10 = 820206 = = =
1/25/2023 1/24/2023 $51.85 KROGER FUEL #6315 10 = 10 = 820206 = = =

SUBMIT PRINT EXPENSE REFORT ] Save Cancel




Adding receipts
You can add receipts in two ways
1. Using the your smart phone or ipad
2. Scanning your receipts, save them to your hard drive and then UPLOAD the receipts into the
website

Best practice: When saving your receipts name them so you can easily identify the receipt.
ie: Staples $32.15

17



Using your smart phone or ipad

CITY NATIONAL BANK
[8 An rBC comPaNY

COMMERCIAL CARD ONLINE

E’ M D s

HOME STATEMENTS REPORTS EXPENSES HELP

You last logged in on: 23 January 2023 10:32 AM EST

1t SITE NAVIGATION SUPPORT

PROXY USERS:

Be sure to select the cardholder who's receipt your are uploading.

flY LOST/STOLEN CARDS

View Account Details

4848677 ""*3448)

Review Transactions to Report

My Account Create Expense Report
Credit Limit $6,000.00 In Progress (1)
Last Transaction Posted $50.20 1/25/2023 ReceRiviopies ©
Unassigned (0)

Transactions to Report None
Unattached Transactions Neo

Account Action(s)

Upload Receipts @

Open the CNB website with your phene or ipad. Click on
UPLOAD RECEIPTS
this opens your camera
Take a picture of your receipt
Terms &Conditions  Privacy Falicy  City National Bank is a subsidiary of Royal Bank of Cal Name the receipt
The receipt will now be stored in your set up

You will then need to attached the receipt to an individual transaction

18



CITy NATIONAL BANK
B An rBC compaNY

i

COMMERCIAL CARD ONLINE

@ O

ARTHUR

HOME STATEMENTS REPORTS HELP

VIEW TRANSACTIONS
MANAGE EXPENSE REPORTS

Manage Unattached Rerl MANAGE UNATTACHED RECEIFTS I

VIEW OUTPUT LOG

S AAGY(O)

Available Receipts Upload Receipts

Actions Image Description

Staples $32 15 pdf

BT s

Terms&conditions  Privacy Policy  City Nationd is a subsidiary of Royal Bank of Canada

Once you've taken a picture of your receipt it is stored under
Expenses/Manage Unattached receipts

Note: the two tabs. you will find your stored receipts under the
AVAILABLE RECEIPTS tab

Uploading a receipt that has been saved to your harddrive

19



Remove Delete Actions

Date Posted

1/13/2023

1/13/2023

1/16/2023

1/16/2023

1/16/2023

1/18/2023

1/23/2023

1/25/2023

1/25/2023

Description:

Destination:

Dates: 12/29/2022 - 1/30/2023

Grand Total: $494.28

Reimbursable Total: $0.00

Receipt Attached: No
Action: [?7]

4  Date Occurred

1/12/2023

1/14/2023 52362 BRU CARMEL

1/14/2023 520.06 SPEEDWAY 09339 COLUMBUS O
1/14/2023 538.74 GET GO # 7547
1/15/2023 $10.50 TST GRAND PARK
1/16/2023 $20.52 STAPLES 00116582
1/20/2023 5172.09 STAPLES 00116582
1/24/2023 550.20 SP ZINGERMANS DELICATE
1/24/2023 55185 KROGER FUEL #6315
SUBMIT PRINT EXPENSE REPORT ] Save Cancel

Report History 121

Location

Department

000000

000000

820206

820206

820208

820208

§202086

820206

820206

820208

Object

23801

23601

Activity

15004

16001

>

¥R
F- s

20



'm G) ARTHUR =
C'"NAT'C'NA'-BA"KE! COMMERCIAL CARD ONLINE

I8 An raC company

HOME STATEMENTS REPORTS HELP

< Back to Transactions

Add Receipt

Click on the UPLOAD RECEIPTS tab to begin uploading

Date Posted: 1/16/2023 your new receipt
Date Occurred: 1/14/2023
Billing Amount: 523.62
Merchant Name: BRU CARMEL

Available Receipts Upload Receipts

Unattached Receipts
Actions

Image Description
This is the other receipt we uploaded with our
@®m T s Staples $32 15 paf phone.

Terms &Conditions  Privacy Policy  City National Bank is a subsidiary of Royal Bank of Canada



C'""A"""ALBA""EI COMMERCIAL CARD ONLINE

[ An RBC COmMPANY

HOME STATEMENTS

+— Back to Transactions

Add Receipt

Date Posted: 1/16/2023

Date Occurred: 1/14/2023
Billing Amount: 523 62
Merchant Name: BRU CARMEL

REPORTS

Available Receipts Upload Receipts

o Supported file types: .pdf, .jpeg, .tiff, .gif, and
o Each file must be less than 5 megabytes.

UPLOAD

Terms &Conditions

M@ O R~

HELP

€ open

Whiteboards

[ This PC

9 3D Objects
[ Desktop
Documents
J Downloads
b Music

B videos
e OSDisk (C)

= PMCommon (¢
= CNPL Applicatior

Organize v New folder

A

= CnOpsCommon
v

T~ <« Documents > RECEIPTS v [J] & Search RECEIPTS

@ A Aladdi
§3.7

29.83

@ A Staples

- m @

@ A Staples
2216

n @ A Bru Carmel
523.62

Click on Upload receipts
browse your hard drive for the saved receipt
Select the receipt(s) you want to upload

File name: | Bru Carmel §23.62 iles click OPEN

Frivacy Folicy  City National Bank is a subsidiary of Royal Bank of Canada

22



You are emulating: ARTHUR SMITH JR (ArtSml...

B A Res sumran 3

END EMULATE USER SESSION

ISES HELP

HOME STATEMENTS REPORTS

+=Back to Transactions

Add Receipt

Date Posted: 1/16/2023
Date Occurred: 1/14/2023
Billing Amount: $23.62

Merchant Name: BRU CARMEL h

Available Receipts Upload Receipts

@ Supported file types: .pdf, .jpeg, .tiff, .gif, and .png.
o Eachfile must be less than 5 megabytes.

h Browse

Bru Carmel $23.62.jpg

Click UPLOAD

Terms &Condltiens  Privacy Pollcy  City National Bank is a subsidiary of Royal Bank of Canada

Name this Batch?

Description:

23



CiTY NATIONAL BANK E
I8 An rBC COmMPANY .

You are emulating: ARTHUR SMITH JR (ArtSml...  END EMULATE USER SESSION

COMMERCIAL CARD ONLINE

HOME

STATEMENTS REPORTS

@t &

ARTHUR +

HELP

+— Back to Transactions

Add Receipt

Date Posted: 1/16/2023
Date Occurred: 1/14/2023

Billing Amount: 523 .62
Merchant Name: BRU CARMEL h

Upload Receipts

Unattached Receipts

Actions

@ ®

Click the + sign

This will attach the receipt to the
transaction

u}

u}

Image Description

Vs Staples $32.15.pdf
4 _ e

Terms &Conditions  Privacy Policy  City National Bank is a subsidiary of Royal Bank of Canada

The receipt is now under

AVAILABLE RECEIPTS

24



Description:

You are emulating: ARTHUR SMITH JR (ArtSml... END EMULATE USER SESSION

Destination:

Dates: 12/20/2022 - 1/30/2023
Grand Total: $494.28
Reimbursable Total: $0.00
Receipt Attached: No

Upload and attach your receipts for all transactions
Acti
Remove Delete Actions DatePosted a«  Date Occurred Billing Amount Merchant Name Description Fund Location Department Ohject Activity
s 1/13/2023 Now you can see thatl the recle_lpt icon has been Split description 1 0 = 0 |= 000000 (= 2601 = 15004
updated with an 'eyeball' in the corner
5 1/13/2023 When you hover over this icon it will now read Split description 2 1 = 10 = 000000 (= 23601 = 16001
VIEW RECEIPT as opposed to ADD RECEIPT
You are now done working with your receipt for Ll — Rl = az0208 B =
this transaction
1/16/2023 10 = 10 = 220206 = =
5 = = i= i=
1/16/2023 1/14/2023 $38.74 GET GO # 7547 10 = 10 = 220206 = =
1/16/2023 1/15/2023 §10.50 TST GRAND PARK 0 = 0 = 820206 = =
& 1/18/2023 1/16/2023 $20.52 STAPLES 00116582 0 = w0 = 820206 = =
s 1/23/2023 1/20/2023 §172.09 STAPLES 00116582 0 = w0 = 820206 = =
1/25/2023 1/24/2023 $50.20 SP ZINGERMANS DELICATE 0 = 0 = s20208 = =
1/25/2023 1/24/2023 $51.85 KROGER FUEL #6315 0 = 0 = 20206 = =
SUBMIT PRINT EXPENSE REPORT l Save  cince

Report History 121

All transactions require receipts, description and each of the allocation boxes to be completed.
Once the cycle closes on the 28™ (or next business day) you will be able to click SUBMIT
Once submitted the expense report is routed to the approver for review.



How to approve expense reports:

Mt O oy
CITY NATIONAL BANK E’ COMMERCIAL CARD ONLINE
B an rBC company
STATEMENTS ACCOUNTS REPORTS EXPENSES ADMINISTRATION HELP
You last logged in on- 09 January 2023 117 PM EST
f SITE NAVIGATION SUPPORT view
fl LOST/STOLEN CARDS view
View Account Details My Tasks a

My Account
Credit Limit

Transactions to Report

Unattached Transactions

Account Action(s)

Upload Receipts m

condrtions

P

Policy

Review Transactions to Report
Create Expense Report
In Progress

Recentl

For Your Approval

Unassigned

Quick Links

Manage Accounts
Maintain User Information
Qutput Log

Reports Dashboard

City National Bank is a subsidiary of Royal Bank of Canada

Click on
FOR YOUR APPROVAL
to open the list of reports pending your review

26



Details

Page 1 of 2 (items L to 10 of 12)

Details

Receipt

Name on Account

APRIL NOVOTNY

Expense Report Name

30 Jan 2023 APRIL NOVOTNY 3431

TAKE OWNERSHIP

Current Status

Incomplete

Current Status Date

1/19/2023

For Your Approval [?]

Reportid
0010853078

0010926338

Click on the 3 dots (details) to open the report

4  Name on Account

EILEEN DAY

EILEEN DAY

APPROVE & CLOSE

In Progress [?1]

Expense Report Name

28 Dec 2022 EILEEN DAY 3795

DEC1 transaction

REJECT SELECTED

Recently Approved [?]

No reports found.

Terms & conditions

Current Status
Reopened

PendingApproval

Privacy Policy  City National Bank is a subsidiary of Royal Bank of Canada

Date Submitted

1/4/2023

1/12/2023

Reimbursable Total

$0.00

Reimbursable Total

50.00

$0.00

Grand Total \-}/

F
$1,421.21
1 2 ¥ ES
»e
5
Grand Total J>/
$80.15
$3.71

27



Click on this icon to view the attached

receipt

Actions Date Posted

.. Lz2/2022

Remove Delete

©

You are emulating: Danny Burkholder (DanBu...

Step 3: Finalize Report 121

Split or allecate transactions as necessary, add any out-of-pocket transactions required,

Expense Report DEC1 transaction

Name:
Account: EILEEN DAY (448486"*****3795)

for trx not included in the 28DEC auto
report

Description:

Destination:

Dates: 12/1/2022 - 12/28/2022
Grand Total: $3.71
Reimbursable Total: $0.00
Receipt Attached: No

Action: [?]

END EMULATE USER SESSION

and add notes to transactions.

Review codes for accuracy.
Change codes if necessary

by clicking on the 3 verticle lines to open
the list of available codes

Lol
4 Date Occurred Billing Amount Merchant Name Description Fund Location Department Object Activity \J}/
12/1/2022 $3.71 ALADDIN @ CAPITAL UNIVER drink 10 = 10 300300 63601 00000
APPROVE & CLOSE l l REJECT l l PRINT EXPENSE REPORT ] Save  cancel

Report History 21

Terms &Conditions

Privacy Pollcy  City National Bank is a subsidiary of Roy

Click APPROVE & CLOSE or REJECT

If you choose to REJECT you can include a note advising the submitter what
needs to be fixed. They will fix it and resubmit it back to you

If you APPROVE & CLOSE the report is now complete.

28



How to Add Website Apps Shortcut to the iPhone Home
Screen

To add websites to your home screen like apps, follow these steps for an iPhone:

1. Open Safari. Other browsers, such as Chrome, will not work for this.

2. Navigate to the website you want to save to your home screen. Make sure you visit the
exact page you want to open through the shortcut.

3. Tap the Share button at the bottom of the page (top of the page on | pad). It looks like a
square with an arrow point out of the top.

4. In the list of options that appear, scroll down until you see Add to Home Screen.

Tap this.

5. One the next screen, choose a name for the website shortcut on your home screen.
You'll see the link so you can confirm it, as well as the site’s favicon that becomes its
“app” icon. Click Add when you are done.

6. Now just tab to the new app on your home screen, and it will open the website in its
own navigation window independent of what you have open in Safari.

How to Add Website Apps Shortcut to the Android Home
Screen

To add websites to your home screen like apps, follow these steps for an Android:

1. Open Firefox or Chrome.

2. Navigate to the website you want to save to your home screen. Make sure you visit the
exact page you want to open through the shortcut.

3. Press the Menu button (3 vertical dots either in the upper right of the browser or below
the screen on some tablets), then tap on Page.

4. Tap Add Page Shortcut.

5. Your shortcut should now appear on your home screen.

Android Tip: If you want to change the label on your shortcut, bookmark that page first, then

change its title on the Edit Bookmark window. On the Bookmarks panel, do a long tap on that
site and choose Add Page Shortcut.
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Capital

Application and Cardholder Agreement

Cardholder’s name

Desired limit $2,000.00

Office phone number

E-mail address

Last 4 digits of SSN

Colleague ID number

Date of birth

Home address

Department #

Online supervisor

| certify that | have read and understand the Credit Card Policy and agree to abide by the
required procedures outlined herein.

Employee signature

Printed name & title

Date signed

APPROVAL:
Vice President signature

Date signed
(Please send this completed form to the Director of Accounting Operations)
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