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Logging In For the First Time
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1. Navigate to www.andersoncountysc.org/pcard.
2. You will see the screen below.
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3. Type in Username & Temporary Password you 
received from Finance by email. Click “Log On.”
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4. Set and confirm security questions, using different
answers for each question.
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5. Set new password, using uppercase, lowercase, &
special characters. Type a “hint” that will trigger your
memory if you forget. Click “save.”
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6. Read license agreement and scroll to bottom.
7. Click “Agree.”
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8. Read messages about traveling & important phone
numbers.
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9. You will see the screen below, indicating you are now
logged in. Explore a little to get a feel for the interface.
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10. In the future when you log in, you may need to re-
enter answers to your security questions sometimes.



Viewing/Downloading  
Statements

You will receive an automated email notifying you 
your monthly statement is available for viewing and 
downloading.
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1. After logging into account, on the “Statements”
menu, click “Account Activity.”
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2. Click “Details” next to the account for which you
wish to view a statement.
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3. Click the “Transactions” tab (between “Summary”
and “Statements” tabs).



Viewing/Downloading Statements (4/5)

4. Select desired Statement Cycle, Download Format,
& Click Download. (For PDF, see next slide.) 



Viewing/Downloading Statements (5/5)

5. To download in PDF, click “Statements” tab, then
click icon next to statement date you wish to download. 



Submitting Monthly Expense 
Reports
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1. It is important that you submit expense reports
within five (5) business days of receiving statement so
Finance will be able to download all data from TD Bank
and upload to AS400 all at one time.



Submitting Monthly Expense Reports (2/12)

2. After logging in, click “Create Expense Report” in
“My Tasks” box.
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3. Under “Expense Report Name,” type the Month and
Year only. Leave “Description” and “Destination” fields
blank. Adjust “Date Range” if necessary. Click “Next.” 
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4. On the “Transactions” page, simply leave everything
as-is, and click “Next” at the bottom of the screen.
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5. Step 4 appears automatically, but you will need to
click on “Step 3: Manage Receipts.” Then click the 
“Upload Receipts” tab.
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6. Click browse and select scanned receipts, Credit
Card Reporting Form, and, as appropriate, travel-
related documentation, all signed by supervisor/dept. 
head. Name file by month/year. Click “Upload and 
Attach.”
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7. A green bar will appear saying “Upload Successful.”
8. Scroll down to Step 4, list of transactions.
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9. Enter brief “Description” of each transaction.
10. Select Fund, Dept., Obj. Code, & Sub. Obj. Code by
clicking through each gray icon (not typing in).
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11. If you need to split a transaction, click the “…” under
“Details.” On “Transaction Detail,” click “Transaction
“Allocation and Expense Type.” Then, click “Split.”
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12. Choose to split by amount or percent, then enter
descriptions and account information for accounts 
between which you wish to split the transaction. Click
“Save and Return.”
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13. Split transactions or not, you complete your
submission of your monthly expense report by clicking
“Submit.” Select “Jan Holliday” for Approver. You can 
also print your expense report. 
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14. Once approved, you will receive an email
confirmation. 



Questions? Concerns?

Purchasing Card Program 
Administrators

Primary: Jan Holliday, 964-6519

Secondary: Anna Artman, 260-4243

Secondary: Jana Pressley, 260-4223
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