
 
 

Credit Card Procedure 
Effective June 1, 2020, the Finlandia University Accounting Office will be launching a new procedure for 

University credit card use. This new procedure will involve statement reconciliation, monthly expense 

reporting and coding, and purchasing pre-approval processes. This procedure will capture images of 

receipts, attach them to a monthly expense report, and store them electronically to be shared with the 

Accounting office.  

 

Purpose 
This new procedure will provide cardholders the ability to attach receipts to transactions through the 

phone app or website, create monthly expense reports generated through the American Express website, 

and share reports through a Finlandia University control email. This more efficient procedure allows 

cardholders the ability to attach receipts when received and store them electronically to validate expense 

reports. Cardholders can download the app on a mobile device by searching “American Express 

Business” in the Appstore. The login username and password will be the same for both the app and the 

website, so only one account will be linked to each card. Expense reports will then be prepared as a 

monthly summary report generated through the American Express website and will be electronically 

stored. The summarized report will then be exported as a PDF document to be sent to the correct 

supervisor for the cardholder’s department. After supervisor approval, the PDF document must be 

emailed to the Finlandia University control email account for internal reporting. 

 

Internal Control 
Cardholders will be responsible for attaching all receipts to transactions, using the American Express 

monthly expense report generator, and then sending the PDF report to the appropriate approval 

supervisor. Monthly expense reports must be turned in by the first weekend of the following month. 

Failure to comply with the new procedure could result in reduced cardholder privileges. With the 

accessibility of the mobile app to store receipts electronically, this will provide better validation for all 

transactions. The expense report generated by American Express is an easy to read but detailed summary 

for card activity. This new procedure will provide a universal platform to report accurate and actual 

expenses for financial purposes. 

*CREDIT CARD USAGE SHOULD BE ONLY FOR APPROVED, UNIVERSITY 

RELATED TRAVEL AND ENTERTAINMENT.  

**RECURRING CHARGES CAN BE SET UP ONLY AFTER FIRST COMPLETING A 

PRE-APPROVAL FORM  

***UNIVERSITY AMEX CARDS CANNOT BE USED FOR PERSONAL EXPENSES.  



 
 

Procedure Flow, Resources, and Reference 

 

Procedure Flow Chart 
Email pre-approval form to the cardholder’s supervisor 

 
Purchasing receipt to be attached to transactions 

 
Monthly Expense Report, submitted to the head of the appropriate department 

 
Approved Monthly Expense Report submitted to amexreporting@finalndia.edu. 

 

Resources 

 
Supplemental resources for this new procedure can include; American Express Business mobile 

app, www.americanexpress.com, cardholders credit card log in information for American Express, 

internet access, expense account reference, Finlandia email, and contact information for the business 

office.  

 

References 
 

Website Login: www.americanexpress.com 

App: American Express Business 

Account Expense Code: 1 – “Department Code” – “Expense Code” – “Detailed Expense Code” 

 Example for Exp. Code: 1 – 5730 – 5280 – 000  

Control Email: amexreporting@finlandia.edu  

 

 

Contact Information 
 

Finlandia University Accounting Office 

Cyril FoxPetrov, Accounting Manager 

906-487-7360 

Cyril.FoxPetrov@finlandia.edu 

 

Ethan St. Germain, Accounting Work Study 

emstgermain@finlandia.edu 
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Website Monthly Expense Report Process 

1. Log in to your www.americanexpress.com account. 

2. On the top panel, click on the Statements and Activity tab. 

3. On the left side panel under Business Tools, you can slide manage receipts or click on the 

Expense Reports link to fill out a monthly expense report. 

4. A new page will open and click on the Create a Report blue box to start monthly summary. 

a. This report must be completed and submitted the first week after the reported 

month. 

5. Make sure cardholders Full Name is correct, as well as the Company Name (Finlandia 

University). 

6. Under Additional Details (Optional), click on the More Optional Details link to expand details. 

7. Type your “Cost Center” into the field, which will be your 4-digit department ID number. 

8. Type your “Job Title” into the field, which will be your departmental position. 

9. Type your “Department Name”, which will be your department name. 

10. Type your “Authorizer Name”, which will be you/your supervisors name. 

11. Click on Next to move onto Adding Card Transactions. 

12. You will then see a list of transactions on your card that you will edit/update. 

a. You will also see a green check mark on the receipt icon if you have an attached receipt. 

b. If you see a blue plus on the receipt icon, you MUST attach a receipt, which can be done 

by using the mobile app or by attaching document. (see app receipt attachment process) 

13. Edit/Update transactions by clicking on the Transaction ID name for credit card purchases. 

14. By scrolling down you’ll see where you can view receipt, identify expense type, and add notes. 

15. Expand the Expense Type drop down and select appropriate category identifying this transaction. 

16. In the notes section type the full expense code. *(1 - “Dept #” - 5280 - “Detailed Expense”) 

17. NOTE: If your department requires itemizing your transaction click the Itemize (Optional) tab 

below. 

a. You can add an item, enter description (name of product/services) and the amount. 

b. You will need to do at least 2 itemizations to add up the to the total amount. 

i. REMAINING TOTAL SHOULD = $0.00 

18. Make sure to click save for both Receipts and Expense Details and Itemize (Optional) tabs. 

19. Lastly, click go back arrow on top bar to continue with more transactions, repeating Steps 13-18. 

20. After completing selected transactions, select Add to Report then click the blue next link at the 

top panel of the page. 

21. You will then be brought to Add Other Transactions, click the blue skip button to proceed to 

Review Report. 

22. Review Report Details, if you need to edit click Edit Report Details link. 

23. Review Card Transactions, which should have the date, a green check mark receipt icon, the 

transaction ID, expense type selected, and the amount. To edit click add or remove card 

transactions. 

24. When Review Report is done click the blue Export PDF button towards the bottom panel. 

25. You will send this PDF to your appropriate department supervisor for approval. 

26. This PDF will need to be submitted after approval to amexreporting@finlandia.edu 
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Mobile App Receipt Attachment Process  

Hint: If receiving a paper receipt use the mobile app receipt attachment process. If receiving an electronic 

receipt, attach the document using the website when filling out monthly expense report. 

1. On mobile device search in the Appstore for American Express Business and download the App. 

2.  Open the app and use American Express login and a home dashboard will appear. Here you will 

be able to take a picture of the receipt from purchase by pressing the blue + in the bottom right 

corner. 

1     2 

3.Also cardholders can attach the receipt to a transaction by pressing the transaction and choosing either 

three options, Take Photo, Choose from Library, or Choose an Unmatched Receipt. 

4. Once the correct receipt is selected you can add a note by typing in a short detail and press the blue 

attach receipt. 

3    4 

*EVERY TRANSACTION MUST HAVE AN ATTACHED RECIEPT.  

  



 
 

Website Report Process Diagram 

1. Login to www.americanexpress.com and the first page to pop up will be the account dashboard. 

 
 

2. In the account dashboard click on Statements & Activity to open the statement homepage 

 
3. In the statement home page click on Expense Report to open the monthly summary report 

generator and fill in required tabs. 
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4. Make sure Full name and company name match the account and type “month year” for report 

name. 

 
5. Click the more optional details to make sure all fields include text except the employee ID, then 

click next. 

 



 
 

6. Transactions that will appear with a green check for attached receipts or blue + to add receipts. 

 
7. Click on the individual transaction open details and fill in fields with expense type from drop 

down tab and type the full account expense code into the comments. 

 
 

 

 



 
 

8. For transactions that need to be itemized, type both expense codes in the notes, and click the drop 

down itemize tab to split up the transaction amount with the account codes in the descriptions. 

 

 
 

 

 

 



 
 

9. Repeat steps 6-8 for all transactions to be included in the monthly expense report. Make sure to 

select those transactions by clicking the box to the left of the transactions and click next. 

 
10. For the add other transactions page you can click skip and it will bring up a review of the report. 

Review and make sure all information are correct and then click Export PDF. 

 
 

 

 



 
 

11.The final expense report should look like this sample below. Including a summary page, 

receipt page(s), and authorization page. 

 

 

 
This PDF form is to be sent for approval and electronically signed by the authorizer and 

cardholder and needs to be sent to amexreporting@finlandia.edu. 
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