
GOVS SUITE CORPORATE CARD EXPENSES



US BANK - Access Online
• Our credit cards are still provided through US Bank

• However, the reconciliation, receipt upload, and 
approval process will now be handled in Govs Suite

• Access Online will not be used for transaction 
management, but cardholders can still use their 
account to check their available credit limit online.



EXPENSE MODULE TOUR
Accessing the Expense Module



Govs Suite Login
• Access Govs Suite from OneStop

utilizing your Single Sign On (SSO) 



Govs Suite Home Screen
• The Navigator (     ) will 

open a list of various 
modules.



Govs Suite Navigating to the Expense Module

• Using the Navigator, open 
the “Me” section and click 
“My Expenses”



Govs Suite Travel and Expenses Page



Govs Suite Travel and Expenses Page

• The “Create Report” button is used to 
start a new expense report.

• This is the starting point for submitting 
all employee expenses, including Travel, 
Corporate Card, and Reimbursements



Govs Suite Travel and Expenses Page

• Recent expense reports that have been 
submitted appear here.

• The status of the report can be seen at a 
glance on the info card. For example, this one’s 
status is “Not Submitted” and has a gray bar 
on the left side.



Govs Suite Travel and Expenses Page

• Credit card transactions that have been 
loaded to Govs Suite will show at the 
bottom of the page.



RECONCILIATION, NON-TRAVEL
Creating an expense report and attaching receipts



Reconciling Transactions | Non-Travel

• To begin reconciling non-travel 
purchases, check the box next to the 
transaction lines you want to address. 



Reconciling Transactions | Non-Travel

• After selecting your transactions, click 
“Create Report”

• Note - You can always add more to a 
report before you submit



Reconciling Transactions | Non-Travel

• Give your report a name in the 
Purpose field.

• For example “January Office Supply 
Purchase”



Reconciling Transactions | Non-Travel

• Attach your receipt to each transaction



Reconciling Transactions | Non-Travel

• If you need to adjust the FOAP, click 
the blue date link to open the 
transaction.



Reconciling Transactions | Non-Travel

• Adjust your FOAP in the Account field 
by clicking the magnifying glass

• *note* You cannot mix University and 
Foundation Funds



Reconciling Transactions | Non-Travel

• If your expense is for a grant 
with a project number, enter 
your project number in this field. 

• Contact the Grants office if you 
have any questions about Grant 
expenditures.



Reconciling Transactions | Non-Travel

• We can see the receipt that was 
attached in the earlier step



Reconciling Transactions | Non-Travel

• Click “Save and Close” once you are 
done with this transaction



Reconciling Transactions | Non-Travel

If you are using University Funds, you 
will select “Electronic”

If you are using Foundation Funds, you 
will select “F-EXPENSE ELECTRONIC”



Reconciling Transactions | Non-Travel

To finish the report, check the box 
agreeing to the expense polices and 
click submit



Reconciling Transactions | Non-Travel

The report is submitted for approval and 
now appears in the recent reports with a 
color label and “Pending Approval”!



RECONCILIATION, CREDIT CARD 
TRAVEL
Creating an expense report and attaching receipts



Reconciling Transactions | Travel
• Reports that have not been submitted 

can have additional expenses added to it.
• Let’s add the Doubletree Hotel charge to 

our Nashville Conference report.
• Click the tile to open the report for 

editing.



Reconciling Transactions | Travel

• Here we see a travel report that was started with Per 
Diem and Mileage claims.

• To add a credit card purchase, click “Add Existing”



Reconciling Transactions | Travel

• Select the transaction line you 
want to add and click OK



Reconciling Transactions | Travel

• Now the hotel charge is on the report.
• Next we need to add a receipt and adjust the 

expense type.
• Edit the Expense Item by clicking the date



Reconciling Transactions | Travel

• Credit card purchases will default to Non-travel
• But since this is a travel-related purchase, we 

need to adjust the “Template” and “Type”



Reconciling Transactions | Travel

• Select the travel template to use.
• In this scenario, “In-State Travel – Individual”



Reconciling Transactions | Travel

• Next, select the expense “Type”
• In this scenario for the hotel charge, 

“Lodging Taxes”



Reconciling Transactions | Travel

• The account automatically updates 
depending on the expense type



Reconciling Transactions | Travel

• Receipts and any supporting 
documentation can also be added 
on this screen.



Reconciling Transactions | Travel

• The travel authorization should be attached 
to the expense item by clicking the +

• If you have any questions about travel 
authorizations, please contact the travel dept.



Reconciling Transactions | Travel

• Click Save and Close



Reconciling Transactions | Travel

• After selecting the payment method 
and checking the policy box, the 
travel report is ready to submit.

• Notice the dollar  
“Employer Pays Yo  
is the amount bei  
reimbursed to the 
traveler 



Reconciling Transactions | Travel

• Returning to the expense 
page, our report is 
submitted and has 
entered Pending 
Approval!



QUESTIONS?
Pat Walton, waltonp@apsu.edu
Lois Culwell, culwelll@apsu.edu
Casey Leffel, leffelc@apsu.edu
Kimberly Willis, willisk@apsu.edu
Jess Verrillo, verrilloj@apsu.edu
Kristi Moore, moorekl@apsu.edu
Geraldine Garner, garnerg@apsu.edu
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