LOYALIST
COLLEGE

FIN 206 Appendix B

November 2016

BMO 9' Financial Group

BMO Spend Dynamics® Quick Reference Guide

First time Sign-In / Password Expiry (selt-Run
Tutorial

Once the user logs in for the first time or their password
has expired, the system will prompt the user to accept
the Terms & Conditions, to change the temporary
password for a permanent one.

Sign In

UseriD: | % useric

Password:

Password requirements:

Cardholder — Transaction Reconciliation
GETTING STARTED

Settings

From the General Navigation menu, users may
access their Settings page:

Personal Settings

Charpe Groups. Thasge Codes
! Regant Grouzs Reperts
Apprayst Rekes. Apsrava Rues
etz Orosgs

FecsanatDalely (Cardhoider) Chnistiano - Personal Detalis
Accound Kansgement Employee 1D 120
Usemame enits earcholdar@demo cam
Bass e coat Company Uit XXXX 50
Lustomeza Vews Phong Mumder
Email Adaress
(SO Date Acoed 146812015
Ragkeat S Date Hodried
DataTermnasng -
Receipt Upload via Emalt

ccarg ypSn na130cGual recaiprupload com § taera into

Home Page (self-Run Tutorial)

On the Home Page, users will see:

a) The last time they signed-in.

b) Notices and Messages

c) Card accounts associated to their
profile.

d) General Navigation menu on the top.

e) Main Menu on the left-hand side.

f) Notice the Tabs Menu (banner) above
the Main Menu.

General Navigation

On the upper right corner, there are options to
change language, personal settings, help
content, contact info for BMO and the logout
button.

Main Menu

The Main Menu is located on the left hand side.
Based upon the user’s role, menu options may
vary.

Main Menu

Card Transactions .
Out of Pocket Expense

Expensa Reports

Reports

Image Library

Report Outbox

eStatement

Support Services

How to get online help

i e provid 0 personal settings,
e Must be 8 to 20 characters long ::; paangi;: zo,?:s?%:tsesatndp%me f;rmat'ngs e - — —_ — Click on the Help button or you can access the
o Must have lower and upper cases decimals, and so on. online User Documentation by clicking on the
e Atleast one numeric character Documents tab in the top navigation bar.
e Atleast one special character Most importantly, it shows the customized e-mail .
address for invoices and receipts related to How to get offline help
The system will request the user to create three security | transactions (card or out-of-pocket).
questions. For general questions about Spend Dynamics,
Users may forward pdf files and images to this contact your program administrator.
Note: If you forget your password, please use the link unique e-mail address so they get uploaded to
“Forgot my password” to reset it. Three unsuccessful | their Image Library for transaction linking. To report a lost/stolen card, or fraudulent
attempts will lock the user out of Spend Dynamics. For transactions, please call BMO Customer Service
additional assistance, contact your program E-mail address has to be on the “To" field, without at 1-800-263-2263 24x7 contact centre as soon
administrator. any CC information. Valid formats for images are as possible.
PDF, JPG, BMP, TIF, GIF, DOC, XLS.
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Cardholder — Transaction Reconciliation
VIEWING TRANSACTIONS QUICK CODING TRANSACTION CODING CODE SEARCHING
Coding Transactions (self-Run Tutorial Choose a transaction from the Card On the Card Transactions page, select the * | If searching for a GL code, select the arrow for the
Transactions page. For multiple transactions with | next to the transaction you want to reconcile. drop-down menu:
If you have a blue pulse next to Card Transactions the same business justification and coding values, | You will be taken to the Transaction Details. BRANCH"
on the Main Menu, there are transactions that require | check all that apply. 13518 USD 000 13518 1 1)
reconciliation. ’
- 100 - Toronto
Main Menu TranDate  Supplier 1,810,060 USD 0.00 1,810.09 X 1 %mﬁ %_,__ﬁoo
Card Transactions 0
Out of Pocket Expense . .
i i Click on Search to lookup a code. User will be
Expense Reports ] 0r2720%4 - Princess Cruises Passa 130 | ggtent from the drop-down menus in the presented with the Search Code screen:
Reports : ) Coding section the appropriate values (If there
\mage Librasy [ 07128/2014  Wdw Disney Tickets 90519 are no drop-downs, insert free text): BRANCH" - Search
Report Outbox o Pioase suarch for the cace you fuauite. Note 3t only M Bist
BRANCH"
SSiRiemam Then, provide a Business Justification (not ) i3 — — S —
applicable to all organizations): Lnetd| e Oncrpten
By clicking on the link, the Card Transactions page will Provide a Business Justification (if oldCodes omy Yes LS =
appear. Quick Coding applicable):
. . : g Users may select the Search button and all Valid
To access different cycles and / or different cards Susiness Justiicstion s B0 w0 Busmass Justiication Codes will be shown or use the % (wildcard
accounts, use the links to the left under Items — - character) to narrow down the search results (e.g.
Requiring Attention: %3 or %marketing):
Card Transactions - TP
. i i
- X Enter the appropriate coding values in each Click the Save button. 102 Montreal &
tems Requiring Attention segment (If there are no drop-downs, insert free e S
text): The status will change from *to “ on the 4 Mamt P
Bank of Montreal - MasterCard Card Transactions page. This indicates the ——
t BRANCH* cc GL CODE* transaction has been viewed and completed. - N
ard Account 1-21/05/2014 I lie - i [ T To apply a code, simply select the ¥". To set the
Card Account 1 - 21/06/2014 S — — 1| Note: Some (or all) segments may show pre- | code as a favourite, select the % . The next time
. . populated, as set per default. You may keep or | you click on the drop-down, you will see your
O“_Ox on Sw. m.m<..w button. Status <<__._ change from make changes appropriately. favourites (e.g. 100 — Toronto and 101 — Chicago,
to . This indicates the transaction has been see image on top).
viewed and completed.
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Cardholder — Transaction Reconciliation
ATTACHING RECEIPTS

Image Receipts (self-Run Tutorial

Your organization may require image receipts for all or
specific card transactions. From the Card Transactions
Page, select the first icon next to the transaction you
want to attach an image receipt for.

TranDamte  Suppuer Amountinct  Adocation
7 0462014 IE Canada 56500  View, nV X
73 05062014 Siapies Siare w12 3285 view kg
7 VIRsRNta lael 1134 View P4

On the Transaction Details page, select the @ icon:

oL CastCenye Account P Nork Crder
Line 1%
ine 2
ina 3
one &

* < It <
<

ﬁ:ieﬂgﬁ.s%E P

Suppher Dascrption Checred

You will be taken to the Image Linking page - Image
Library.

Image Linking

Bank of Montreal - MasterCard: 12/282015

Linkad Images

Image Library

If the user has already sent the image using their
unique email address (Personal Settings page),
select it from the Image Library.

giz

A pop-up will present the option to Link Image.

1
Four Points Folio April 11_14.pdf X
s 2

L

@ Lok © belete

If the receipt is not in the Image Library, users may
upload it directly from the computer by selecting the

& Upload
icon.

Users will be prompted to browse their computer

folders for the appropriate image. Once the image
is uploaded, you may link it as in the previous step.

A “Success” message will appear in the bottom
right corner. You may close the Image Linking

page.

Success
Wmage successhufy Lmked

On the Card Transactions page, the column
Image(s) will indicate “Yes” — there are
images associated with the transaction.

If the user clicks on the Yes — an Image
preview will show.

Outednesiel Ao 13, 1400

By selecting the magnifying glass, users will
see the images (not preview), and may
navigate multiple pages by clicking on page
up or down.

By clicking on the ¥, user will see details on
the image file.

Folio-A-Altachment (3) paf
0611712016 1304 KB

The image(s) is (are) available for the
approver(s) and Program Administrators’
viewing.

Note: Users may attach images to already
coded transactions by clicking on the +.

Attaching Receipts via Manage Image
Receipts

From the Card Transactions page, navigate to
the bottom of the page to see the Manage Image
Receipts link.

By selecting one of the receipts (or uploading
one), users will be prompted with Image
Information. Select Manage Image Links to see
transaction list:

Choose the appropriate transaction(s) and Save.
A success message will follow. Close the Manage
Image Receipts page.

On the Card Transactions page, the column
Image(s) will indicate “Yes".

To upload multiple images for a single/multiple
transaction(s), scan all related receipts into a
single pdf and link it. Images are avaitable for the
user/approver, and for CPAs viewing.

www.BMOSpendDynamics.com
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Cardholder — Transaction Reconciliation
eSTATEMENTS REPORTS

On the Transaction Type and Status, users are

Viewing/Printing eStatements (self-Run Tutorial When the Export to PDF button is clicked, you will | Cardholder Reports (seif-Run Tutorial

see a success message as follows (on the bottom able to filter transactions by type or approval
On the Home Page, users will see cards associated right-hand side of the screen): From the Home Page, select the Reports status, supplier, currency, amounts, by coding
with their profile: ‘ tab: information, etc.
Info = ‘
PCard e zs.a.w.hﬂ__n.w.ﬂ ﬁﬂrg _M..uﬂﬂa ndwilbe malabie naour Contacts | “UM.M“”-BE ”
Cardhoidar: Becker Kichae! Current Balance Avaiiable Crodit N . oLl p
o o S e The eStatements, once posted, will be housed on | On the Main Menu, select My Information to it e E
e the user's on the Reports Outbox: expand the view. e i
Host g:?n-ﬁmﬂgﬁi":aﬁo_mzAs.hme ﬂ Report Templates. -
_NwUO;m nv My taformation
I e e e S e S T Scheduled Reports Account Detalls .O: the >a&.:.o:m_ Fields, users have the ability to
eStatement link shown above. Schedulod Repors Personal Details include additional fields to their report.
[Report Outbox | G Transaction Search - Personal —_—
Note: For previous cycles, historic statements are [———————

available from the eStatement link on the Main Menu. | By selecting the link, the Report Outbox folder

p : : Users will see the link for Transaction
shows up, and the user will see all reports in their B s -
The user has the option, on the top left of screen, to folder. o P Search — Personal. ”.xﬁ P

export the statement as a PDF.

Users may select a Statement Period (drop o - —
| e T P— . w.n”ﬁ e Folder Report Outbox down), or a certain date range (start date, S e v
e3r .
Sawment - end date or execution range). o s seremes
—— e s s e File Ham
= o || BHO_Sialament 105 2014072 pat Transacton Search - Persoral Cardholders may export to PDF or Excel.
s o fansa rsona
Sutiment summwy: . & Stwoment e BUO-UC-PCaa If cardholders need to create templates for
— it Click on the == icon to download to your computer. T o e reoccurting reports, they may do so by selecting
v Sanoate = all appropriate filters and expanding the Report
Coninmir: End Date - " CET
- Exsestion Ronge = Templates drop-down. A “Save Template” link
) ) will show. Select it, a Create New Report
ORI ——— @ Posting Date & Transaciion Date . .
Template page will appear. Provide a name and
Expast File Name save it.
Expon Fils Type - To run a previously created template, simply
expand the Report Templates, choose template
o and click on Search.
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