Bank of Montreal (BMO) Purchasing Card

Reconciling and Report Printing Instructions

To reconcile:

1.

2.

Log into BMO’s Spend Dynamics website:
https://www.bmospenddynamics.com/Site/#/home

Select Expenses

e Click on a transaction to display the transaction details.
e From the transaction details page you will be able to split, code, and give
descriptions for transactions.
o0 To split a transaction click on the split button in the bottom left corner.
To add the account number, click on the + icon to edit the field.
To add the description, click on the + Add Line Description.
Click Complete to finish coding the transaction.
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To print your monthly report:

1.

2.
3.

Go to the BMO Spend Dynamics home page > Click on the corresponding date
range hyperlink

Click View Statement Report at bottom right.

Click print icon at top right.

Friendly Reminders:

1.

The statement periods end on the 27th of each month. Your reports are due to the
Business Office by the 3™ of the following month.

2. Obtain and submit DETAILED and ORIGINAL receipts.
3.

Verify no Michigan sales tax is charged. If Michigan sales tax is charged, contact the
vendor ASAP to get a credit on your card or submit reimbursement to the district
with your statement.

Verify no credit card/transaction/admin/processing fee is charged. If a fee is
charged, request vendor to credit your card for the fee. If vendor is unable to do this,
request a full refund and we will cut them a check to avoid the fee or submit
reimbursement to the district with your statement.

If you were granted an EFD Grant, include the grant number in your description.

Be detailed in your descriptions. For example, instead of “supplies” enter “pizza and
pop for class party”.

For additional information, please reference the following documents.

e Purchasing Cardholder Guide
e Purchasing Cardholder Agreement
e DCS Frequently Asked Questions



https://identity.bmospenddynamics.com/login?ReturnUrl=%2Fconnect%2Fauthorize%2Fcallback%3Fresponse_type%3Dcode%26client_id%3Dfraedom_website%26redirect_uri%3Dhttps%253A%252F%252Fwww.bmospenddynamics.com%252Faccount%252Fcallback%26scope%3Dread%2520write%2520offline_access%26ui_locales%3Den-ca%26state%3DeyJJc1JldHJ5UmVkaXJlY3QiOmZhbHNlLCJVbmlxdWVJZCI6IjIzZjliNzJlZTQzYzQ2MWI5YTE0NWQxZDQ4ODBlYmE2IiwiWHNsTGFuZ3VhZ2VJZCI6Ik1QX0JNT18wMSJ9%26nonce%3D164746b624ae43418583ac8515fcfe18%26acr_values%3Dlanguage%253ABM_CAN_01%2520productSuffix%253ABMO_SD%2520browser%253AChrome%2520platform%253AWindows#!/login
https://resources.finalsite.net/images/v1732029844/dexter/qomvnushgkn3fgippne4/DCSCardholderGuide11-19-2024.pdf
https://resources.finalsite.net/images/v1728932719/dexter/d3mclf7hzytgqxh2kgks/DCSCardholderAgreement.pdf
https://www.dexterschools.org/departments/business-office/purchasing

