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Coding Transactions: 

If there are any outstanding transactions that need to 
be assigned an ASN (coded), it will be indicated on the 
top left corner of the Home screen.  Click either “Card 
Expenses” or the number. 

 

 

All of your transactions will be listed.  Click either the three dots (…) or arrow (>) for each item to 
assign an ASN and a description. 

 

 

Note:  
If you are a delegate for more than one card, 
click the drop-down box to list all the cards 
and select accordingly. 

 

 

 

Once you select a transaction, a separate box appears on the right side.  An ASN(s) and a 
Description is required as noted in red. 
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Click the + to add an ASN.  If you need to charge it to more than one ASN,  click  
Lastly, add a description to state what the purchase was for. 
Click “Complete”.  Repeat these steps for all the transactions. 
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Printing the Report 

Once all transactions have been coded and the 
statement period has ended, you may print the 
completed report. 

Note: you may print at any time, however, 
please ensure all transactions have been 
reconciled after the statement period has 
ended.  Printing too soon may result in a 
missed transaction from that period.  

 

 
On the Home page: 

1. Click the “Most recently closed period:” link to open the printable report.  
2. Click “View Statement Report” 
3. Click the printer icon 
4. Print 

Click “View Statement Report” 

 

 

Click the printer icon to print. 

Before submission, obtain all signatures before 
sending it to the Business Office. 
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Fun fact - The “old” process is still an option with this update.  Instead of clicking the Card 
Expenses link in the first step, you can click the Current Period on the home page (1), and it will 
bring up the original screen where you code the transactions. 

 

 

 

To view pending transactions that have not posted to your card but may still be processing, click 
“View Non-Posted Transactions.” (2) 

 

 

 

 

 

 

1 

2 

3 



Update – Coding Transactions  May 2025 
 

To view last month’s (or most recent closed statement period), click the statement period (3) (NOT 
eStatement – clicking this will print the generic BMO report that does not show ASNs or 
descriptions).   

 


