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P-Card Enterprise Spend Platform (ESP) – CHEAT SHEET        
Please note the following items are listed as a quick-reference and are utilized in conjunction with the P-Card User 
Guide.  For full instructions please review this entire User Guide or contact the Purchasing Department. 
 
ESP Website 

Open Google Chrome and visit the website below (Do not use Internet Explorer.  Cut and Paste Link if necessary 
in Google Chrome).  Please log-on with e-mail address, user name and password. 
 

https://enterprisespendplatform.suntrust.com/account/login  
 

Transaction Coding & Approval 
P-Card transactions shall be approved and coded on a daily basis or as soon as possible.  At the latest, all 
transactions should be approved and coded within three (3) to five (5) business days of the transaction posting 
date.   Adjustments may be necessary (and shortened) if transactions are made towards the end of the monthly 
billing cycle. To code transactions: 
 

 When transactions need coding or other items require attention, an email will be automatically 
sent to the delegator of the cardholder. Upon log-on, a red icon will appear (Near the “card 
expenses” title on the left of the screen and/or a red dot by the “Statements” drop-down, 
indicating the items.  There are several ways to get to the “Items Requiring Attention”.   

o Click on the Statement drop box from the menu line and then click “Items Requiring 
Attention”  

o Click on the account number on the home page 
o Click on the red icon next to “Card Expenses” 

 

 At the “Items Requiring Attention” Page, review transactions and click on the Red X, of the 
transaction to code to bring up the Transaction Details Window. 

 Code the transaction per the proper account budget items and the item(s) being purchased using 
the drop down boxes. 

 If a coding is not present, click the drop down box and search for the proper coding.  If still not 
available, contact the Purchasing Department. 

 Check the receipt box, if applicable, to indicate a receipt is in hand. 

 Enter description in the description box.  Please be as detailed and brief as possible, to include 
any appropriate Bid #, Contract #, or Board approval date. 

 Click SAVE – the Red X will change to a green and disappear, or just disappear 

 If you have automatic Manager approval, you are done with this transaction 

 If you have a Manager that approves your transactions, the transaction will automatically be 
forwarded to them for their approval. 

 Once coded and approved, click on the “Print Transaction Summary” in the upper right corner of 
the coding window.  A TRANSACTION DETAIL REPORT SHALL BE PRINTED FOR EACH APPROVED 
TRANSACTION.  This shall be attached to any and all receipts and retained for public record. 

 Repeat these steps until all transactions are coded and approved.  Any disputes shall be reported 
to the Purchasing Department. 

 At the end of each cycle, print each account’s monthly statement.  Statements shall be printed 
from the Statements menu drop down box. Click on the statement dates that the user intends to 
print.  Click on the “View Transaction Report” and then click on “Export to PDF”.  These statements 
will be filed and retained for public record with transaction reports, receipts and statements 
received via US Mail. 

 
Password Reset / Lock-out 

If a user is locked out from the ESP application, please contact the Purchasing Department to reset/unlock your 
account. Passwords/account log-in should be able to be reset within a few minutes from contacting Purchasing.  

https://enterprisespendplatform.suntrust.com/account/login
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Enterprise Spend Platform (ESP) Sign On 

 
Visit the ESP website through GOOGLE CHROME. Sign on with current credentials by entering Email, 
Username, and Password. Click the Log In button and the Home Page will display. (Contact your 
Administrator for any log in information)  
 
 
 
 
 
 
 
 
 
 
Home Page 

 
Your Home Page 
The Home Page provides the user with easy access to key functions and summary level information. At 
the right of the home page, the message notifies you of the date of your last log-in. If you notice that 
your last logged-in date does not match when you in fact did last log-in, please update your password 
and contact your Administrator immediately.  
 

 

 
The system navigation options are located at the top of the home page (Home, Administration, 
Statements, Reports). These navigation options may vary based on the rights you have been assigned. 
Use the arrows next to each menu item to display the drop down options. 
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In the below example, the drop down menu for Reports displays available reports for your user settings. 
 

 

 
 

  
Menu Item Description 

Home Select the Home tab item when you are visiting 

different areas of Enterprise Spend Platform but would 
like to return to your home page. 

Statements Select the Statements tab to view and print current 

and past statements. You can also view any 
transactions requiring attention from this tab.  

Reports The Reports tab will display available online reports 

for which you have been granted access. From this 
area you can generate your online reports. 

Administration This tab appears if you have an administration role. 

It provides access to Enterprise Spend Platform’s 
administration functions.  

 
Account Panel  
The My Accounts panel displays summary information for your accounts or delegated accounts. To view 
the most recent Account Statement, click on the Account Number hyperlink. 
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To make a payment, click the Make Payment hyperlink. 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
Result: The Make Payment – Pay My Account Window Displays. **Note: This option is dependent on 
configuration; your account may not have this option.  
 
Quick Actions Panel 
Use the Quick Actions buttons to create new Expense Reports, Cash Expenses and Requisitions directly 
from the Home Page. **Note: Items that appear in this section are dependent on your company 
configuration and user setup.  
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Below are examples of selecting the Quick Action buttons. Notice when selected, a window will open 
allowing you to create the new item.  
 

 

 
 
The Items Requiring Attention panel provides links to items that require action. Items can be quickly 
actioned by clicking the red button next to the link. Once an item has been actioned it will no longer 
appear in this section. **Note: If no items require attention, this area will remain blank. 
 

 
 
Customize the Home Page 
Customize your experience by ‘pinning’ to your homepage the reports or navigation menu items you 
most often use.  
 
To pin an item, hover over any report or navigation menu item and click on the “thumbtack” icon. Then 
select the Home Menu to see the item “pinned” on the homepage. 
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The pinned item will show at the bottom left side of the home page. Pin as many items as needed for 
quick access to the functions you access most.  
 

 

 
Note: Remove items from the Pinned menu by clicking the “X” icon next to the item in the original drop 
down menu. 
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Personal Settings 

 
Access personal settings by clicking on your Username located at the top right of the Home Page. 
 
The drop down for the User displays available options for:     

 
 
 
 
Reset Password 
To reset your own password; 

1. Click on your User name at top right hand corner of Home Page. 
2. Click Password on the drop down menu. 

 
The Password Maintenance – Update dialog box appears. 

1. Type your current password in the first field. 
2. Type your new password in the next two fields. 
3. Click Save.  

 
Note: By default, Enterprise Spend Platform prevents the password from being your username or the 
word ‘password’, and requires it to be at least six characters. However, your company may have set up 
additional password rules that control the minimum length, the required combination of alpha/numeric 
characters, and the use of uppercase and lowercase. Any company-specific password rules will show 
directly above the password fields in the Password Maintenance Update dialog box. 
 
What’s more, if your password is a restricted password (it matches or is similar to any of the words on 
your company’s list of restricted passwords), a warning message appears and you will be asked to try a 
new password.  
 
If you have forgotten your current password, contact your Administrator to reset it for you.  
 
  

 Image Library 

 Language 

 Personal Settings 

 Password Updates 

 Online Help Guide 

 Log Out  
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View Personal Settings/Details 
To view the personal details held about you in Enterprise Spend Platform; 
 

1. Click on your User name at the top right hand corner of Home Page. 
2. Click Personal Settings on the drop down menu. 

 
By default, your Personal Settings screen opens and displays your personal details. 
 

 Employee ID. This is a unique identifier for you within the System. The ID can be alphabetical or 
numerical. 

 Username. The unique username you use to log onto ESP. 

 Company Unit. This may be a department, division, office or geographical location, depending 
on the requirements of your organization. 

 Phone Number. Your contact number. 

 Email Address. The email address that will receive messages for you from the system. 

 Date Added. The date your personal profile was loaded into the system. 

 Date Modified. The last date any changes were made to your personal profile. 

 Date Terminating. The date you no longer have access to the system. 

 Manager. Details of your manager on the system. 
 

For most organizations, this information will be read-only and not available for you to change. If you see 
any information that is incorrect, contact your internal administrator who will make the change for you. 
 
Note: Some fields may appear blank if your organization has chosen not to load information into ESP. 
 
 
 
 
Statement Manager 

 
View Current Statement 
When you log onto Enterprise Spend Platform, you are presented with your home page. If you have coding 
work to perform, a red dot to the left of the Statements drop down option will appear.  
 
There are two ways to view your current account statement. 
 

1. On the home page under My Accounts, click on your Account Number. This will bring up the most 
current account statement.  

2. From the home page, click on Statements. Choose statement date you would like to view.  
 
Note: If you have more than one account, or have accounts you are delegated to, all accounts will be 
viewable from both options.  
 
Requisitions & Cash Expenses 
If your organization is using cash and/or requisitions, Requisitions & Expenses (this label may be different 
in your company setup) will display in your Account Statement menu.  
If your organization has a certain implementer-level option enabled, you might also view: 
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 An Expense Reports main menu item that gives you direct access to only expense reports. 

 A Cash Expenses main menu item that gives you direct access to only cash expenses. 

 A Requisitions main menu item that gives you direct access to only requisitions. 
 
Vouchers & eTICKETS 
 If your organization is using vouchers and/or eTICKETS, View Unused Vouchers will display in your 
Account Statement menu. If you click this menu item, a list of all the un-used vouchers/eTICKETS assigned 
to you displays. Images of vouchers/eTICKETS you have used are sent by the voucher issuer and, upon 
upload, are automatically matched against the voucher/eTICKET transactions in the system. To view the 
details of your used voucher and/or eTICKET, click . 
 
View Previous Statements 
To view an account statement from a previous period; 
 

1. Click on Statements from your homepage. 
2. Click on the applicable period date range/statement period. 
3. To search for a transaction that is in a previous statement period, run a Transaction Search – 

Personal Report.  
 
Note: Previous statements are likely to be closed in status and unable to have any coding changes 

made to them, however you can still view the transactions by clicking . 

 
Transaction Icons 
Columns of icons to the right of transactions on your account statement. (Depending on your 
organization’s setup, you may not see every one of the icons below.)  The first column of icons indicates 
the coding status of the transaction. 
 

 

 
 

Red cross. This indicates that mandatory coding or information is 
still required for the transaction. 

 

 
 

Green check. This indicates all required information has 
been entered for the transaction. 

 

 

 

 

 

 

 

Green question mark. This indicates the transaction has been 
automatically coded. This means that, via default coding, all the 
information required has been entered. Depending on the setup 
of your organization's system, you may still be required to open 
the transaction and save it to ensure it has been coded correctly. 
This will change the icon from a green question mark to a green 
check. 

 
  

https://enterprisespendplatform.suntrust.com/Help_Online/SunTrust_Card_English_US/270.htm
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The second column of icons indicates the approval status of the transaction. 
 

 

 

 
 

Red exclamation mark. This indicates approval is required for the 
transaction. Click the icon to view which approval rule(s) applies 
to the transaction and who is required to approve it. 

 

 Green check. This indicates approval has been given. 

 

 

 

 

Orange question mark. This indicates the approver has 
requested more information about the transaction. Click the 
icon to read the comment from the approver. You can also 
respond to this comment via the Cardholder Comments field. 

 

 
 

Black cross. This indicates the approver has declined the 
transaction. Click to view the approver's reasons. 

 

A third column of icons will only appear if your organization requires you to manually submit 
transactions for approval. 

 

 

 
 

Flashing green and grey man. This indicates you must submit 
the transaction for approval. 

 

 
 

Grey dash. This indicates the transaction has been successfully 
submitted. 

 
 
Print Account Statement 
To print your account statement: 

1. Open the account statement you want to print. 
2. Click the View Transaction Report link at the base of your statement. 
The Account Statement report displays. 
3. You can either right click over statement and select print, or click Export to PDF at the bottom 

of the page and print in PDF. 
 
Note: Depending on your organizations set up of Enterprise Spend Platform, you may not be able to 
access and print the current statement period. You may only be able to print statements that are 
closed.  
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Transaction Coding 

 
To View Transactions 

1. Click Approvals from the center panel of your home page. Or, use the My Actions quick link. Note: 
Items requiring attention will have a red dot to the left of the drop down option or a hyperlink in 
red.  
 

 

 
2. A list of transactions that require an action displays on the screen. 

 

 

 
 

3. The screen Items Requiring Attention will appear. This screen shows a list of employees with 
transactions awaiting your approval, as well as the account type, statement period, and 
information required. Any statement periods where there is approval action required will be 
highlighted with a red dot in the My Actions area, or from the top menu bar.  

 
 
  

Items Requiring Attention Quick 

Action Link 

Approvals 

Items Requiring 

Attention 
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To Approve or Decline Transactions 
1. Click on the statement period to the right of an employee’s name. The Items Requiring 

Attention screen showing individual transactions will appear. 
 

 

 
2. Click   Change Approval Details and the Transaction Details or Cash Expense Details (if 

this is a cash expense), window will appear to Approve or Decline the transaction or if 
additional information is required, select the Information Required option. 

3. Type comments in the Approver Comments box to explain what information or action is 
required from the employee and click Save. 

4. A will now appear on the employee’s statement. The employee will also receive an 
automated email to advise them that you have requested more information on one of their 
transactions. The employee can now provide the information you require in the Cardholder 
Comments field of the Approval window. 
OR 
Alternatively, you can click on a statement period highlighted with a red dot at the home page 
top menu of your screen. The Items Requiring Attention screen will now display the names 
of employees who have transaction items requiring your approval. Click on the employee 
name under the headings and proceed with your decision on the transactions. 

5. To decision a transaction, review the icons to the right of each transaction. 

   A green question mark indicates the transaction has been automatically coded. 

   A red exclamation mark indicates approval is required. 

6. Click on any transaction with , which will bring up the Transaction Details or 
Cash Expense Details window (if this is a cash expense). 

7. You can also review the GL coding by clicking on the Coding tab. Review how the approval 
process is structured by clicking on the Approval Tab, then click Process and review a record 
of the approval actions taken by clicking on the History tab. 

8. Select Approved or Declined from the Transaction Details or Cash Expense Details window 
and add comments in the Approver Comments section. Click Save. 
 

The icon will now appear on the cardholder’s statement if you approve the transaction and 

the icon will appear if you decline it. 
 



  Collier County Public Schools 

 

P-Card, ESP User Guide  15 

 

 
Note: Some organizations will have an option activated that will allow you to approve all transactions at 
once. If this option is activated for your organization, there will be an Approve All button at the top right 
of your Items Requiring Attention or Transaction Approval screen. 
 
Click Approve All to approve all transactions shown on the screen that have not yet been approved or 
declined, without having to click on the individual transactions. 
 
Also, to the left of the Approve All button, there is a button called Approve Selected Items. This button 
allows you to approve individual transactions without clicking on the transaction. 
 
Click in the checkbox to the right of the transaction to select the individual items you wish to approve. 
 
Click Approve Selected Items to approve only those items that you have selected by clicking in the 
checkbox. 
 
Transaction Details Window 
On the Transaction Details window there are four tab headings across the top of the screen. These tab 
headings give you access to different areas of information, all relating to the transaction you are coding.  
 
By default, these tab headings are called Summary, Coding, Advanced (only relevant for some 
organizations) and Approval. However, your organization has the ability to customize these headings to 
something slightly different.  
 
Summary: This tab displays any extended date the card issuer has provided for this transaction. For 
example, a transaction for a taxi fare may show pickup and drop off location details or, if the transaction 
was an airfare, you may have details provided on flight number, passenger name, departure and arrival 
time. If there is more than one category of enhanced dates for a transaction, the categories are displayed 

Click 

Approve 

or 

Add 

Commen

ts if 

Click Save 

Click Coding to 
Review 

GL Coding (if 
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via tabs; one tab for each type of enhanced date available. 
 
Clicking the View Audit History link allows you to view a full audit history of the transaction you are 
managing, such as approval date or the date a transaction was saved.  
 
If the solution is storing additional supplier details, a View Supplier Details hyperlink displays on the 
Summary tab. Clicking the hyperlink opens the supplier information window in read-only format.  
 
The Summary tab also displays any message written by managers who have assigned vouchers/eTickets 
to you. The message could describe the way the manager intends you to use the vouchers/eTickets. 
 
Coding: The Coding tab is where the transaction coding details are completed for the transaction and in 
some cases you will also have to provide other information such as a short description of the purchase 
and whether you have a valid tax invoice for it. 
 
Spend Forms: This tab is used to capture more detailed information on your transaction. The forms used 
in this area of the system are specific to your organization and will require you to apportion your 
transaction over a number of different categories of spend. You may also be asked to respond to yes/no 
questions, and provide more description around your purchase. 
 
Approval: From the Approval tab you will be able to find information on what approval rule, if any, applies 
to this transaction. By clicking the Process heading in this window, you can see the name of the 
individual(s) who need to approve the transaction and, if it is an older transaction, under the History 
heading you will be able to view the audit trail of who actioned the approval and when. 
 
Your Charge Codes 
Charge codes are the financial codes you allocate to each of your transactions. The codes you have access 
to fall within various coding segments which are displayed on the Transaction Details window. The 
number of coding fields and the field names are unique to your organization. 

 
The coding requirements for your organization will be unique. Various codes may be mandatory or may 
have to be used in combination with another code type. Ask your internal administrator about your 
company's coding requirements. 

 
With mandatory codes, you must allocate a code of this type to all of your transactions. If you split a 
transaction across more than one transaction lines, you must allocate a code of this type against each of 
the split transaction lines. 

 
With combination codes you must allocate at least one code from any of the combination code types 
against each transaction and their respective transaction lines. 

 
The coding fields may be free-text or a drop-down selection list. 

 
Charge Groups 
The charge codes you have access to are dictated by the charge group you belong to on the system. Charge 
codes are clustered into groups and employees are then linked to the groups that contain the codes 
relevant to them. 
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To view the charge groups, you belong to, go to your Personal Settings and click the Charge Groups button. 
If you do not have access to a charge code you believe you should be able to view, contact your internal 
administrator and they can check you are linked to the appropriate charge group(s). 
 
Create List of Favorite Codes 
Once you have set up a list of favorite codes for each code type, you will no longer need to do a full 
search for every code you require. Instead, your most frequently used codes will appear in the drop-
down selection list. You can select up to 15 favorite codes. 

 
To set up a list of favorite codes; 

1. Click the arrow beside the coding field and select Search from the drop-down list. 
2. Search for the codes you want to add to your list of favorites. 

3. Click to the right of the code you want to add to your favorites list. The code displays on the 
right of the window under the Favorites heading. 

4. To remove a code from your list of favorites, click . 
 

Note: Once you have created your list of favorite codes and saved the transaction, they will show in the 
drop-down list for this code type on the next transaction you code.  
 
Search for Code 
To search for a charge code; 

1. Click the arrow beside the code field you want to populate and select Search from the drop-down 
list. A search window appears. If this is the first time you are performing the search, the favorites 
list on the right will be blank. 

2. If you know the value of the code you are searching for, type it in the Code Value field. 
3. If you do not know the code value but know the description of the code, type it in the 

Description field. 
4. If you want: 

 all codes that match your search returned, click the check box beside All so a red check 
appears. 

 just the codes that are valid for the transaction you are coding returned, click the check box 
beside Yes. 
 

This will only be relevant if your company is using cross code validations, ie. where certain codes 
can only be used correctly in combination with others. 

5. Click the Search button. 
A list of codes that match your search criteria will be returned on the left hand side of your search 
window. The system will only return the first 60 codes it finds that match your search criteria. If 
more than one page of codes is returned, you can move between pages by clicking on the headings 
'Page 1', 'Page 2', 'Page 3' etc. at the base of the window. If the code you are searching for is not 
returned in this list, you will need to re-define and narrow your search criteria. 
 
To help you further, there is a 'wildcard' search facility available. You can search using the wildcard 
character "%" anywhere in your search text. For example, "ABC%1" will find any code starting with 
"ABC" and with the number "1" located anywhere within it, for example "ABC00100". 

 

6. Click to the right of the code you want. The Transactions Details window re-appears with the 
code displaying in the coding field. 

https://enterprisespendplatform.suntrust.com/Help_Online/SunTrust_Card_English_US/323.htm
https://enterprisespendplatform.suntrust.com/Help_Online/SunTrust_Card_English_US/325.htm
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Note: If you are unable to find a code you believe you should have access to, contact your 
administrator.  

 
Valid Code Combinations 
Some organizations have codes within their Chart of Accounts that can only be used in combination with 
another code. For example, certain project codes may only be valid if used in conjunction with certain cost 
account or cost center codes. 
 
If your company is using this functionality on the system, an invalid code (when used in combination with 
one that is already selected) appears red. Valid codes appear black.     
 
The other way to ensure you use only valid code combinations is to check the Yes check box on your 
search window beside Valid Codes Only. 
 

If you use an invalid code combination on the Transaction Details window and click Save, will appear 
beside the transaction on your account statement. If you hover your cursor over this icon, the pop-up text 
Invalid Code Combination appears. To correct this, click the icon and code the transaction correctly within 
the Coding tab of the Transaction Details window. 
 
Auto-Coded Transactions 

If a transaction shows on your account statement with a green question mark icon beside it, it indicates 
the transaction has been auto-coded with the default codes set up on the system by you or your 
company's internal administrator. 
 
Depending on the organization's setup, you may still be required to open the transaction to ensure it has 
been coded correctly. Once you open the transaction and click Save, it will change the status from a green 
question mark icon to a green check icon. 
 
For information on default codes you can set up yourself, refer to Personal Settings > Set Up Default Codes. 
When your transactions are loaded into Enterprise Spend Platform, some checks are performed before 
they are allocated to your online statement. We check whether or not any codes can be pre-populated 
for the transaction based on defaults set up on the system. Defaults may have been set up for the 
merchant category of the supplier you have purchased from, for the supplier themselves, or for the type 
of transaction. These default codes are set up and managed by your internal administrator. 
 
Default codes can save you time as they will pre-populate some of the coding fields that you would 
otherwise have to complete. They also increase accuracy by taking some of the guess work out of which 
code should be used for which transaction. 
 
Split Transaction  
You may sometimes need to split a transaction across more than one line of coding, eg. if one transaction 
needs to be split across multiple departments or cost centers. 
 
There are many ways to do this. A split for a particular transaction type may already have been defined, 
and you may not have any control over the split - when you finish your Spend Form you will see that the 
amount has already been split between codes according to a pre-determined format. 
 

https://enterprisespendplatform.suntrust.com/Help_Online/SunTrust_Card_English_US/251.htm
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Alternatively, you can manually split the amounts across more than one line, or use the tax calculator. 

 
To manually split a transaction across more than one line; 

 Either: 

A. Click to the left of the coding line. (Note: Your organization may have elected to disable this 

method of split coding, in which case the icon will not appear on your Coding tab.) 
 

The Split Transaction Line dialog box appears, allowing you to either: 
 
o Split the amount evenly across 2-10 lines (select the number of lines from the drop-

down field and click Save. Each line takes an even portion of the original line and 
taxation amounts). 
 

o Split the line by amount (select the number of lines you want to split the transaction 
across, adjust the amounts in the Line Amount text boxes and click Save). 

 

With either method, any new lines are coded identically to the split line. If the coding line was 
created via a Spend Form question, all lines keep the original Spend Form relationship. 
 

Your coding work is automatically saved when you use the icon. 
 

B. To split an 'already split' line, repeat the above steps using the icon next to the line. Note: You 
cannot split a line into more than 200 lines. 

 Or: 
A. Type the amounts directly into the Amount Incl. column of each line. 
B. Code each line accordingly. Remember the Balance field must show 0.00. 

If you require more than four lines to split your transaction, click the More.. link that sits 
immediately underneath the coding lines. Six extra lines are added. 

C. To use the tax calculator: 

 Click to the right of each coding line. 

 Use the fields in the calculator to break out the amount of each line. 
 
Dispute a Transaction 
If you have a transaction on your account statement you want to dispute, eg. the dollar amount is not 
the same as the receipt you have, or you have not received the goods to which the transaction relates, 
you have the ability to tag this transaction as disputed on the system. 
 

To dispute a transaction, click the Disputed check box on the Coding tab of the Transaction Details 
window. This label may have a different name in your company setup. A red check appears. Depending 
on your company setup, a pop-up window may appear advising you of the action you need to take to 
dispute the transaction. 
 

By checking the Disputed check box, you are not informing the card issuer you are disputing this 
transaction. You must follow your company policy with respect to transaction disputes. By checking the 
check box, this transaction can be identified in Enterprise Spend Platform so your administrator is able to 
report on it and, if required, it can be handled differently when extracted from the system into your 
company's finance system. 
 

https://enterprisespendplatform.suntrust.com/Help_Online/SunTrust_Card_English_US/331.htm
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Note: If your company is not using the transaction dispute feature for a particular issuer or all issuers, the 
Disputed check box will not appear on the Coding tab.  
 
Indicate Receipt of Invoice 
There is a function available on Enterprise Spend Platform that allows you to indicate whether or not you 
hold a valid tax invoice for a transaction. This functionality will only be relevant for you if your organization 
has enabled it on the system. 
 

Your company may require you to indicate if you hold a receipt for certain types of transactions, or it may 
be mandatory for every transaction. 
 

You must follow your company's requirements around the details that should be present on a tax invoice. 
However, as a general guide, a valid tax invoice should show the following information: 
 

 The date of the transaction 

 Your correct company name and address 

 An invoice number (this helps to distinguish invoices from the same supplier with the same date 
and amount) 

 The total net amount (amount without tax) 

 The total tax amount 

 The total gross amount (the cost inclusive of tax) 

 The supplier name and address as well as the tax registration number. 
 

To indicate you hold a valid tax invoice for a transaction, click the Receipt check box on the Coding tab of 

the Transaction Details window so a green check appears (Note: The Receipt label may have a different 
name in your company setup). 
 

To indicate you do not hold a valid tax invoice for a transaction, click the Receipt check box so a red cross 
appears . 
 
Add Transaction Details 
At the base of the Coding tab of the Transaction Details window there is a field where descriptive 
information provided by the card issuer is displayed. 
 

This field can be used by organizations in different ways and you will need to check with your 
administrator on what is required of you in regards to providing information in this field. 
 

If there is only one description field at the base of the window, you may be required to add additional 
information about your purchase to the text that is already shown there. 
 

Or, you may see a second blank description field for you to provide information about your purchase. If 
this is the case, the first description field is likely to only provide read-only content, ie., you can view the 
text in the first field but you cannot change it. 
 

If a second description field is shown, it may be mandatory for you to complete. 
 
Change Transaction Coding 
If your account statement has not been closed by your administrator, or the transaction has not already 
been extracted from Enterprise Spend Platform to your company's finance system, you will still be able 
to change the coding.  
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To change the coding of a transaction: 
1. Open the Coding tab of the Transaction Details window. 
2. Change the coding of the transaction as required. 
3. Click Save. 

 
Note: If you change the coding of a transaction after it has been approved, it will be sent back to the 
manager for re-approval.  
 
Submit Expense for Approval 
The way in which an expense is submitted for approval depends on your organization setup on Enterprise 
Spend Platform. There are two possible methods: 

 The expense is automatically made available to the approver once you have created it. 

 You manually submit the expense when it is ready (if that functionality is activated). 
 

To manually submit an expense for approval: 
1. Display the items you wish to submit for approval by either: 

 Clicking the red items not submitted link from your home page alerts, or 

 Clicking Statement Manager on your home page main menu and selecting the relevant 
account. 
 

If your organization has a certain implementer-level option enabled, a Cash Expenses item in your 
main menu will take you directly to your cash expense summary.  

 
2. Either: 

 Click the red Submit All link. This is accessed on the Summary Statement screen to the right 
of the statement period for cash and requisitions, and at the bottom of the Account Statement 
for card transactions. A pop-up window will appear confirming the expenses have been 
submitted for approval, or 

 Click the submit icon (which flashes alternatively grey and green) to the right of the actual 
expense. A pop-up window will appear confirming the expense has been submitted for 

approval. The icon will change to . If you want to un-submit the expense before the 

approver has actioned it, click . 
 
 
Reporting 

 
A comprehensive suite of real time, online reports come standard with Enterprise Spend Platform. These 
reports are interactive and dynamic, with drill-down functionality, allowing you to analyze, review and 
monitor all aspects of your business spend. 
 
The reports you can access are dictated by the report group you belong to in the system. Reports are 
clustered into groups and employees are then linked to the groups that contain the reports relevant to 
them. If you do not have access to a report you believe you should be able to view, contact your internal 
administrator. 
 
The Reports menu is structured so each report sits under a category heading, eg. Personal Reports, 
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Management Reports or Transaction Management. 
 
To reduce information overload, most reports present a high-level summary of the information on first 
view. To identify where you can drill down to a greater level of detail, move your cursor over the report 
and take note where it changes to a hand pointer. 
 
As you drill down to different levels of any report in the system, your trail is recorded at the top of the 
screen. For some reports, the levels display as a hyperlinks, allowing you to easily return to a previous 
view of the results. 
 

To find out the purpose of a particular report, click the help icon that appears in the top-right corner 
of the report search window. 
 
Report Search Criteria 
When you click the name of the report you want to view, you will be presented with a search window. 
Use the search window criteria to restrict the information that will appear in your report. (Note: Each 
report has some default settings loaded, so if you simply hit Search, a high-level report will be generated.) 
 
Each report search window has a similar format; the left displays a number of text fields and check boxes, 
while the right displays search criteria in topic groups, which you access by clicking drop-down arrows. 
 
Date Range 
Report search criteria screens that are pre-populated with date ranges use the same date format as that 
specified in your Regional Settings. 
 
If the report also contains a statement period selection list and you select a period, any date range values 
automatically disappear. Likewise, if you select a date range, any selected statement period disappears. 
 
Wildcard Character 
Enterprise Spend Platform reports allow for wildcard searching (use of the % character) within account 
code fields. For example, if you enter GL% in a GL Code field and %123% in a CC Code field, that search 
would find all transactions coded to a GL code starting with GL and coded to a CC code that contains 123. 
If the Project field was left blank, it would not matter what project code the transaction was coded to. 
 
Merchant Category fields also support the wildcard character when searching by merchant category 
name. For example, if you enter %or, the search could potentially find transactions for suppliers belonging 
to the Florists or Book Stores merchant categories. 
 
Report Templates   
The majority of Enterprise Spend Platform reports (those with a comprehensive selection of report 
criteria) give you the ability to create a report template. This functionality allows you to save the search 
criteria you use regularly, making it quicker and easier to run the same report in the future. 
The functionality resides in the Report Templates section of the report's search criteria window. After 
selecting your search criteria and clicking the Save Template link, you can name your template. The 
template (and its associated search criteria) will now appear for selection with every future use of that 
particular report. 
 
Some administrators also have the ability to save a report template as a company-wide template for all 

https://enterprisespendplatform.suntrust.com/Help_Online/SunTrust_Card_English_US/9620.htm
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users to use, so you may find generic templates like these appear for your optional selection. 
 
Column Sorting & Filtering 
Some reports, such as the Transaction Search - Company and Account Search, allow you to sort their result 
columns alphabetically or numerically. Sorting is achieved by clicking the column heading, and a sort 
indicator ( or ) tells you if the values are ascending or descending. Columns can be sorted across all 
report views (summary to transaction). Note: This functionality is not supported in Microsoft Internet 
Explorer 6. 
 
Searching the results of your report search for a particular value is also available in the lowest-level view 
of some reports. By clicking the Filter option that appears above the results list and typing a value in the 
All Results field, you can search for a value in any column. 
 
Warning: If certain returned row thresholds are exceeded, the solution automatically disables the report’s 
sorting and filtering capabilities to ensure performance is not affected.  
 
Pink Highlighting 
A value is highlighted pink when the spend is greater than the company average for the period (displayed 
at the bottom of the page). The further the value from the average spend, the darker the shade of pink. 
For example, if the company average is $500, then a user who spends $1000 will be shaded a darker pink 
than someone who spends $750. A user who spends less than $500 has no shading at all. 
 
Export Report Data 
Online reports generated via Enterprise Spend Platform are designed to be viewed in real time. However, 
sometimes you may need to export the data to another source, such as Microsoft Excel, so the data can 
be manipulated or saved to Adobe PDF format. 
 
To export data from a report with in-built export functionality; 
 

1. Generate the report. 
2. Click the Export to Excel or Export to PDF links at the bottom left-hand corner of the report. 
The File Download dialog box appears. 
3. Click Save and browse to a location for storing the file. 

 
Exceptions 
 
To export data to Excel from a report without built-in export functionality; 
 

1. Highlight the data you want to export. 
2. Right-click and select Copy from the pop-up menu. 
3. Open a Microsoft Excel spreadsheet, right-click where you want to place the data and select Paste 

from the pop-up menu. 
4. While the data remains highlighted on the worksheet, copy the data again. 
5. In a new worksheet, paste the data – this time using Edit > Paste Special. From the pop- up menu, 

select Values. 
The data will now display on the worksheet without formatting or images. 

 
  



  Collier County Public Schools 

 

P-Card, ESP User Guide  24 

Personal Reports 
Account Details 
This report allows each account holder to view their personal details supplied by the account issuer to 
Enterprise Spend Platform. Depending on the information provided by the issuer, the report may also 
display your credit limit (maximum balance permitted for the account across all billing periods), 
transaction limit (maximum amount allowed per transaction for the account), spend limit (maximum value 
that can be added to the account in a given billing cycle) and cash limit (maximum amount of cash advance 
transactions that can be charged to the account on a billing cycle basis). This report should be made 
available to all your account holders. 
 
Personal Details 
This report is provided for privacy reasons and shows all details held online about the individual. This 
report should be made available to all users. 
 
Approvals 

 
Depending on the requirements of your company, certain approval rules may be set up for some or all 
transactions. Approvals provide guidance to those users to whom these rules apply, but also to the 
managers who are required to action the approvals. 
 
There are two ways you may be notified about approvals you need to action: 

 Via the notifications on your Spendvision home page. 

 Via an automated email. The content and frequency of the email is determined by your 
organization. However, you will not receive one email for each action required. To avoid email 
overload, you will receive one email that summaries all approval actions required by you. Note: 
These automated emails may not be an option your organization is using. 

 
Transaction Approval Screen 
When you click Statements from your home page main menu, then click Items Requiring Attention, you 
will be taken to all items requiring your attention screen. Any statement periods where approval action is 
required will appear here.  
 
By default, six months’ worth of statement periods will be shown for each account type. However, if there 
are outstanding approvals in any period older than this, it will also be displayed here.  
 
The Items Requiring Attention screen displays a list of employees who have transactions awaiting your 
approval, as well as the account type, statement period, and number of transactions. If you click the 
employee name, you will be taken to the Transaction Approval screen, and it will display all transactions 
that need approval across all periods and all account types. If you click a statement period beside an 
employee’s name, you will also be taken to the Transaction Approval screen, but it will display only the 
transactions for that period and that account type.  
 
The Transaction Approval screen is divided into the following sections for each account type: 
 

 Information required  

 Information Provided 

 Approval Required 
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 Declined 

 Approved 
 
Note: You can change the information displayed on your Transaction Approval screen, by customizing 
your view.  
 
Transaction Approval Screen Icons 
Two sets of icons are visible on the Transaction Approval screen: one relates to the coding status of the 
item, the other to the approval status. 
 
Coding Status Icons 
These icons are determined by the action of the employee: 
 

 

 
 

This indicates the user still has to enter some mandatory coding 

or information. 
 

 This indicates the user has entered all required information. 

 

 

 
 

This indicates the transaction has been automatically coded. 

This means that via default coding, all the information required 
for this transaction has been entered. 

 
Approval Status Icons 
These icons are determined by the action of the approver: 
 

 

 This indicates the item is waiting to be approved. 

 

 This indicates the approver has approved the item. 

 

 This indicates the approver has requested more information. 

 

 This indicates the approver has declined the item. 

 
Approve Transaction 
Note: This procedure applies to all account types, ie. Card transactions, cash expenses or requisitions. 
Where reference is made to the Transaction Details window, this could in fact be the Requisition Details 
or Cash Expense Details windows.  
 
To approve a transaction; 
 

1. From the Items Requiring Attention screen, click: 

 an employee's name to display all transactions that need approval across all periods and all 
account types, or 

 a statement period beside an employee's name to display only the transactions for that 
period and that account type. 

The Transaction Approval screen appears, allowing you to view the employee’s transactions that 
require approval. The items are categories by account type. 
2. Click beside Approval Required to expand the list. 

3. Click to the right of the transaction you want to approve. 
The Transaction Details window appears, defaulting to the Approval tab. 
4. If there is a requisition that needs approving, you can view a list of items linked to the 
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requisition by clicking the requisition name on the Transaction Approval screen or by going to 
the Coding tab of the Requisition Details window and clicking View Linked Transactions. 

5. Click the Approved option at the bottom of the Approval tab. A green check appears in the 
Approved check box. 

6. Click Save. 

The transaction will show an approved icon on the employee’s statement, and will automatically 
move under the Approved heading of the Transaction Approval screen. 
7. To go to the next employee requiring approval, without having to return to the Items Requiring 

Attention screen, click Next. 
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