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First time Sign-In / Password EXpiry (video

Tutorial

Once the user logs in for the first time or their password
has expired, the system will prompt the user to accept
the Terms & Conditions, to change the temporary
password for a permanent one.

Sign In

UseriD [ User|D l

Password | Password |

Forgot my password

Password requirements:
e Must be 8 to 20 characters long
e Must have lower and upper cases
e At least one numeric character
e At least one special character

The system will request the user to create three
security questions.

Note: If you forget your password, please use the link
‘Forgot my password” to reset it. Three unsuccessful
attempts will lock the user out of Spend Dynamics. For
additional assistance, contact your program
administrator.

www.BMOSpendDynamics.com

GETTING STARTED

Settings

From the General Navigation menu, users may

access their Personal Settings page:

Personal Settings

2

Personal Details.

Charge Groups Charge Codes

Report Groups Reports

Approval Roles Approval Rules

Rate Groups

(Cardholder} Christiano - Personal Details
Employee ID 120

Username chris.cardholder@dema.com
Company Unit H-X-K-K-8V-0

Phane Number
Email Address
Date Added
Date Modified
Date Terminating

Account Management
Management Codes
Customize Views

ATy 14/08/2016
Regional Settings

Email Management
Receipt Upload via Email
ccarg yp5zn h8139c@uat receipt-upload.com More Info

This page provides access to personal settings,
such as Time zones, Date and Time format,
decimals, and so on.

Home Page (video Tutorial)

On the Home Page, users will see:

a) The Main Menu on the top

b) General Navigation menu - top right

c) Card accounts associated to their profile

d) Announcements section

e) My Actions section

f) Pinned section — when users pin their
favourites, they will appear on Home

page
General Navigation

In the upper right corner, there are options to
change language, personal settings, help
content, contact info for BMO and the logout
button.

They are located under the user’'s name in a
drop-down:

| Katherine v,

Language
Personal Settings
Password

Help

Contact

Log Out

Main Menu

The Main Menu is located at the top of the page.
Based upon the user’s role, menu options may
vary.

BMO e Spend Dynamics® Home Card Transactions v Reports v

Support Services

How to get online help

Click on the Help button or you can access the
online User Documentation by clicking on the
Documents tab in the top navigation bar.

How to get offline help

For general questions about Spend Dynamics,
contact your program administrator.

To report a lost/stolen card, or fraudulent
transactions, please call BMO Customer Service
at 1-800-263-2263 24x7 contact centre as soon as
possible.



http://www.bmospenddynamics.com/
https://bmo.adobeconnect.com/p2xpg0gfb2d/
https://bmo.adobeconnect.com/p2xpg0gfb2d/
https://bmo.adobeconnect.com/p553w6wx213/
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eSTATEMENTS

Viewing/Printing eStatements (video Tutorial)

On the Home Page, users will see cards associated

with their profile:

YOUR ACCOUNTS Displaying 1 0f 1

Bank of Montreal - MasterCard

= Travel and Entertainment B5ST-63XHNKKN2618

Current Balance Available Credit

A A

Cardholder: Thomas Peter  Current period: 05/29/2015 to 06/28/2015
Last payment: 189.56 CAD On 07/25/2014  Balance due: 0.00 By 08/24/2014

Views Hon-Posted Transactions

Most recently closed period:

06/29/2014 to 07/28/2014 [ estatement

Step 1: To access current month’s statement, click on

the eStatement link shown above.

Note: For previous cycles, historic statements are

available from the eStatement link on the Main Menu.

Step 2: On the top left of screen, click on Export to PD

Accou
Company Name:

Statement

Empioyes 10:

Statom

Jote (MMDONYYYY 4242016 Currency
Payment Do Date (MDD YYY)

Statement Summary:

Report any terms which 0o 1ot 307 ee WA your records whten 60 day's of i scatement date.

Intorest Charges and rates:
PurchaseOther

New Account Batance: LeaTse T

Cash Advances

]
0000% |
Ll

www.BMOSpendDynamics.com

When the Export to PDF button is clicked, you will
see a success message as follows (on the bottom
right-hand side of the screen):

Info ks

The statement is queued and will be available in your
Report Qutbox shortly.

The eStatements, once posted, will be housed on
the user’s Reports Outbox:

Reports
Scheduled Reports

Scheduled Reports

Report Outbox I

Step 3: Click on Report Outbox link and a list of all
reports will be displayed.

B Report Outbox
8 Audit Search

Folder Report Outbox

File Mame
| [} BMO_Statement_1005_20140727 pdf]

Step 4: Click on the < icon to download to your
computer.

REPORTS

Cardholder Reports (video Tutorial)

Step 1: Select the Reports tab from the Main
Menu:

BMO e Spend Dynamics® Home Card Transactions w | Reponslﬂ

Step 2: On the Main Menu, select My
Information to expand the view.

BMO 9 Spend Dynamicse Home Card Transactions v Reports v

Scheduled Reports > | Account Details

My Information Pl Personal Details

Transaction Search - Personal

Step 3: Click on Transaction Search —
Personal.

Step 4: In the Search Engine, select a
Statement Period (drop down), or a certain date
range (start date, end date or execution range).

Transaction Search - Personal
Statement Issuer BMO - MC - PCard
Statement Period 12/25/2015 to 01/24/2016

Start Date

#) R 4 ¢

End Date

Execution Range -

@ Posting Date @ Transaction Date

Export File Name
Export File Type -

[] Exclude Payments

Under Transaction Type and Status, users are
able to filter transactions by type, supplier,
currency, amounts, etc.

Transaction Type & Status -
Supplier Groups -
Currency & Amount -
Enhanced Data & Spend Wizard -
Coding Information -
Additional Fields -
@ Report Templates =

Under Additional Fields, users have the ability to
include additional fields to their report.

Transaction Search - Personal

45 he cardholer o delegate 04 are able 10 Make aUSTMENSS 1 FaNsacsons shown fedtatie

Bank of Monireal - MasterCard, Statement Period 07(28/2016 0 0872772016
Mapped Carts

Plejand Garza

e Daie © Accout Suggler

Business Jusifcal™ Amourt

Step 5: Click Search. Cardholders may export to
PDF or Excel.

If cardholders need to create templates for
reoccurring reports, they may do so by selecting
all appropriate filters and expanding the Report
Templates drop-down. A “Save Template” link
will show. Select it, a Create New Report
Template page will appear. Provide a name and
save it.

To run a previously created template, simply
expand the Report Templates, choose template
and click on Search.


http://www.bmospenddynamics.com/
https://bmo.adobeconnect.com/p4xb5jedr43/
https://bmo.adobeconnect.com/p7zwkcx6svl/
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