C.A.R.E. - Electronic Transaction Log

Cardholder Steps
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Enter information on Log Detail tab (DO NOT click Save Log button)
2. Go to the Log Line Item Detail tab and enter information
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Click the Enter button after each item/service until all products/services appear below
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3. Return back to the Log Detail tab and click the Save Log button


4. After all transactions are approved, return to Cardholder tab and Approve the entire statement!

Billing Official Steps

1. Review each transaction for each cardholder during the billing cycle to ensure purchases are authorized and that necessary approvals/coordination has been obtained by the cardholder.
2. After review, if cardholder has not completed their electronic log (completed both the Log Detail and Log Line Item Detail tabs for each transaction) you may Reject the transaction using the Reject button.
· This will open the Log Detail and Log Line Item Detail tabs up for the cardholder to provide the necessary information!

3. If all purchases are authorized and log is complete, select the Approve button to approve your account.
· NOTE:  You must ensure all of your accounts are approved for the cycle
Billing Cycle











Billing Cycle Ends (on or around 25th of each month)





Cardholder has 15 days to complete transaction log and approve transactions and monthly statement





Billing Official has until COB of the next billing cycle to  review and approve the monthly statement








