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About thisdocument...

This document is intended to serve as a reference guide to assist with the most commonly used functions of the
American Express @ Work® Reconciliation End User module.
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Viewing Transactionsfor a Billing Cycle

1. Login at https://reconciliation.americanexpress.com

e The first screen will show your Accounts
Summary.

« If you have more than one Card Account
enrolled for @ Work Reconciliation , they will
show as allist.

 Initially, only the most recent Billing Cycle will
show for each Card. You can click on the left
half of the line to expand this view to show up
to the last 13 Billing Cycles.

e If you have multiple roles, you can use the Role
dropdown to toggle between theroles.

2. Next, click on the desired Billing Cycle on the right to
go to the Transaction List View for that cycle.
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https://reconciliation.americanexpress.com/

Transaction List ViewDetails

1.

The Tabs act as filters for the transactions and will be
displayed depending on your role and on your business
rule choices determined by your company.

The leftmost column of checkboxes is for Transaction
Selection. Your company may permit you to select more
than one transaction or all transactions on the screen.
Your company may permit you to make mass changes
for approvals, receipts orreallocations.

Columns are sortable, and the arrow icon will indicate if
they are sortedascendingor descending.

For Corporate Purchasing Card (CPC), Corporate Meeting
Card (CMC) and vPayment products, there is a selectable
column you can use to select which transaction data

- elements to display. The keyword filter will search

whichever data field you have selected in addition to the
fixed columns.

There are two selectable columns displaying the
accounting codes for the first accounting allocation line
for a transaction. The Keyword Filter will also search
these columns. You can change which accounting codes
to show on-the-fly.

Back to Cardmember Accounts @ Need help? | A Natifications
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Other functionson the Transaction Summary page include:
 Print to print the summary of the transactionsfor the
selected cycle
» Exportto export the transactionsin CSV format based on
the data fieldsyouchoose

» Advanced Search if you are looking to find transactions,
and the Keyword Search is not sufficient.

Note: Hovering your mouse over certaintransaction fields will
displaya popup with extrainformation.
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Searching for a'Transaction

@ Work Reconciliation allows users to create Transaction Searches and save them for future use.

1. Begin by typing a word or a number into the Keyword Filter area.

2. The Transaction list will filter as you type the Date, Merchant Name, Amount or an Accounting Value that is
shown on the screen.
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Changing the Accounting for aTransaction

@ Back to Cardmember Accounts. £ Nasa help? | 8 Matifications

1. Select the desired Transaction by clicking on its row. This
will take you to the Accounting Tab in the Transaction Detail

B AARON O DIXON

screen. .
2. Click in the Accounting Field you wish to change. You can
type the code in manually or a dropdown list with up to 100 D tsine e e s 0 T e oo s
valid values is available. To narrow down the dropdown e =
choices, you can start to type either the accounting code,
value or partial description. 0 T
p i p i . I].,Ea;IIS NEXIS_ - m
3. Some companies have accounting codes that are validated — .
in combination with other codes. In this case, @ Work ri | b |
Reconciliation will indicate which fields are linked with the P — < e o .
accounting field you are entering. " ; .
4. When you are finished reallocating, press the Save button. D O 0 - o
5. If you would like to split a transaction over two or more o S| s
codes, click on ‘+ Add New Allocation Line’. You will not be e e -
able to Save until the allocation amounts balance to %100 of e *
the transaction amount. 5 - |
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Splitting Accounting for a Transaction

@ Work Reconciliation allows you to split a transaction into multiple accounting allocation lines.

1. Select the desired Transaction and click — ,_ JR—
on the +Add new allocation line link on the - EaCarmEmEm | =
AccountingTab. S e e

2. You can split the allocation by amount — el = ;“if;;:m B _—
or a percentage. The totals of the splits = = - B o
must equal %100 of the transaction == —mat == o B
amount or you will not be able to save == Bl EEEEmO0 CCoEmon
the reallocation. —

3. You can split any Accounting Field and PR 2
you can add as many allocation lines as — . . o
needed. When you are finished o o o

reallocating, click the Save button. —
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Uploading Receiptsto the Receipt Pool

The Receipt Pool allows users to upload receipts to the system in advance so they can be attached at a later time.

Your company will determine if receipts should be attached at the Billing Cycle Level or at the Transaction

Level. If the button says “Upload Receipts, then your company uses Transaction Level receipts. If it says
Receipt Pool, your company uses Billing Cycle Level receipts.

1. Toupload a receipt to the Receipt Pool, click the button and select the receipt to be stored.
Note: If there is no button at all, then either your company is not configured for attaching receipts or your

company Administrator may have locked the cycle so no more receipts can be added. Check with your
Administrator to verify how long after the cycle close date receipts can still be attached.
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Uploading Receipts from a Phone

1. S.eleCt the Card Account. = AMERICAN EXPRESS = AMERICAN EXPRESS =
_— _ AARON O DIXON (X-38337)
2. Tap on the gorrect BI”II’]g CyC|e ® Cardmember Accounts B Cardmember Accounts ‘
forthe receipt. e —_—
Cardmember v Cardmember =1 2/21/ /20419
3. Press the Upload Receipts T ) = ) K[ = uriono necerrs |
button_ |f your Company uses NAME SITE NAME CARD # NAME SITE NAME CARD # ( P ‘)
Billing Cycle level receipts, this | , wuee ooy .
bUtton WI” say Recelpt POOI. > AARONG SAP X-38337 Cycle Status Transactions Total
DIXON Sl (J DATE~ MERCHANT % AMT. (USD)$ B
Note: If your company uses g Rewpot ] xsesw e ® 2 o B \zas R IEReET IS He
Transaction Level Receipts, you > ACARLWEBE GanadsOracieToms  X48338 T G AR 803537 0| s
will need to use a computer or L e s ova0ne  Cosd o4 172 )
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Matching Receipts to aTransaction

1. Select the desired transaction(s) by placing
a checkmark in the box(es).

Note: You can attach a single receipt to
multiple transactions if needed.)

2. Click on the “Add Receipt” button. You have
two options:

» Click on “Upload Receipts” to upload
the desired receipt from your computer

» Click on “Match from Receipt Pool” to
select the receipt from the pool
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Submitting Transactions for Approval

Your company may require you to submit transactions for approval. This will be indicated by the presence of
the "Submit" button. If your company does not require approval, this button will say “Review.”

1. Select the desired transaction(s) by
placing a checkmark in the box(es).

* Most companies allow users to select
multiple transactions for approval.
(You also can click the top checkbox to
select all transactions on the page you
are viewing,)

» If your company does not allow this,
the Submit button will be greyed out if
you select more than one transaction.

2. Select the Submit button above the Transaction Headings to submit the transactions for Manager Approval.
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Export and PrintFunctions

1. Click the Print button to print a PDF summary page, as well as a list of your transactions and accounting

information.

2. The Export option allows you to customize what you will see in the printout. Click the Export button and
select the fields to be included. You can change the order and save the export as well. The export is provided
in a csv file that can be easily pulled into a spreadsheet for manipulation.
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