
Logging into GCA 

Irene Lyczko
Reconciling is done here



Click on Create Expense Report 

Irene Lyczko
Create an “expense report” 



Note the last two or three digits of the expense report number 

Select the appropriate cycle
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Change the report name to the cycle dates -i.e. - LAST NAME-CYCLE ENDING- MO/15/YR



Select desired time frame from the drop down menu 
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Choose the correct cycle here - don’t miss this step!
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The cycle always run from the 16th of the month
to the 15th of the following month.
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The transactions within that time frame were selected by default. 

Click Next 
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Items in the chosen cycle that you need to reconcile are checked

Irene Lyczko

Irene Lyczko

Irene Lyczko
Click “Next”



 

Now those charges are isolated. Click the right arrow for more details. 



 

The default accounting codes are shown. 

Irene Lyczko



 

Enter a description for the transaction using ALL CAPITAL LETTERS  



Click the “Add Receipt” button to upload a receipt. A dialog box will open. Click Browse to locate the file. Click Add to upload. 



Notice that after uploading the receipt, that button has disappeared.  



Click Save to periodically save your progress. 



 

As in the previous system, you can view multiple transaction details simultaneously.  
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You can split a transaction here - second icon.



 

To view an uploaded receipt, click the View Receipt button. Notice a dialog box opens. 



Clicking View causes the receipt to open in another window. 



Everything looks good, ready to submit to my approver. Click Next. 



Click Submit. 



A dialog box opens. Click OK to confirm submission. 



Note that expense report has been marked as submitted; pending the approver to approve. 



 

Clicking on Expense Reporting and then View Expense Reports… 



 

…allows you to see that one has been Submitted (last cycle) and one is In Progress (current cycle). 



 

Click on the In Progress expense report to start reconciling current charges. 



 

You can refine the date range, though the current charges are displayed and selected by default. Note that charges from the previous cycle are 
not on the list.  

 




