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SutiExpense: Adding a Business Card to your account
To add a Business Card, please follow the steps below:

1. Log into your Account

2. Click on ‘My Transactions’

3. Select the purple ‘Add Bank/Sync’ icon, located on the right-hand side: E

Expenses My Receipts My Transactions Approvals Travel Misc Reports Analytics Help  Quick Links

My Transactions BB
Card Number Transaction From Date Transaction To Date
Import Transactions |v )
Expense Report Name E000049-2 - June Expenses 2017-2 [v

4. The below screen will appear, please select ‘click here’:

Linked Accounts

Mo accounts were configured o add an Account.

Note: Please make sure the pop-up blocker is off by clicking on the pop-up blocker icon located on
the URL (see screens below). Next, click on the provided link or select ‘Always allow pop-ups
from...” and then click ‘Done’.

< (] | & Secure | htips)//apps20.sutiexpense.com/userController.... |CQ {?| 0 @

Pop-ups were blocked on this page.
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Pop-ups blocked:

«| https://connectinic. 169051 8type=aggregation |

@ Always allow pop-ups and rediracts from https://
dema.sutiexpense.com

O Continue blocki ng

5. The below pop-up will appear. Please search for your bank:
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Search for Your Financial Institution

Q, Search for Your Bank by Name

POPULAR INSTITUTIONS:

citi  Citioan @ USBan

CANCEL
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6. After selecting your corresponding bank, enter your bank’s login credentials. This will link your
bank account with SutiExpense so your transactions will automatically appear in your SutiExpense

account.

NetSpend Mastercard Pre-Paid Credit Card

Enter your NetSpend Mastercard Pre-Paid Credit
Card account information.

USER NAME:

PASSWORD:

CANCEL

7. On successful authentication, you will be redirected to the “My Transactions” page where the
Accounts pop-up will appear.

8. Click on ‘Sync’ to pull the transactions into SutiExpense.
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