BOA Fuel Credit Card Reconciliation Process

The designated Fleet card department manager is required to run monthly transaction report from Bank of America
fleet card site: https://globalcard.bankofamerica.com. The fleet card manager should reconcile report to receipts,
a

Access BOA Fuel site (steps 1 to 3)

https://globalcard.bankofamerica.com

Schedule and Run the Fuel Exception/Detail Report (steps 4 to 11)

User Audit

Exports

ALTIVITY

1J_CQULDLILED_EDﬁnT-LuﬂﬂC,E,n% — -

= the report you are looking for, try using the Group By and Show options above. Select a report from the list provided. To quickly locat:
Group BY pNone Show  aj [] Schedule Report for
Cardholder
ivity (i-.- Copy of Standard Fin... n Fleet Costs Report All Activity (inc. Pay... Copy of All Act
‘osoft Ex... My Report (Microsoft Ex... Program Management R... Bank of America (Micros... My Report (Micr

System (Adobe PDF)
More Detail

More Detail More Detail

Page 1 of 3


https://globalcard.bankofamerica.com/
mailto:businesscard@pace.edu

& | SCHEDULE REPORT: ENTITY

\ise the saarch farm helnw

AT m [T < |
i L ey

Status Il_ a Account

" L L — 1=

Reports Ta Account State/Province
Account City Account Country

oL e nenanT. Ao ropee = = =

sns below, then click Next or Save to continue. Specify the schedule report optic
| | e e N

— L] R[]

SR S | — Schedule Report Options

VP — |

PeeETmEr | oraEmAAR Use the default parameter values
Account Status I - Notify Me At will send an email to you once
e the report runs
- = To run the report without creating a schedule,
' ~ click the Save button.

Description

To have the report run automatically on a
monthly basis click the Next button.

Notify Me At
STHOMPSON@PACE.EDU

Enter up to five e-mail addresses separated byw commas ___________

I B S

J\

Page 2 of 3

Click Save to run or schedule report.




View Completed Reports (steps 12 to 14)

11. From the Reports menu, click the Completed
Reports option.

12. Click the report name for the date in question

13. Click the Download button to access the Report
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_ Fuel Exception / Detail

Reconciling For the Business Cards:

Receipts must be submitted to the designated Fleet Card Department Managers weekly.

The designated Fleet Card Department Manager will be responsible to reconcile and review monthly card transactions.
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