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Rﬂ.cmfﬁ should be scanned S’&Fcﬂfﬁ\@l_tg and saved to your desktop for easy retrieval. You may
need to save your document as a reduced sized PDF to ensure it will be accepted in ControlPayAdvanced. The
maximum size is 4096 KB. You will eventually attach I@ctff‘*‘ to the Transaction Envelope.

1. Login to Commerce Bank and look for the Quick Links on the right-hand side of your Home Page.
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2. Click on the link Create a Transaction Envelope.
3. When this new page loads, click on the line that contains your active card.
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4. When this new page loads, you will need to complete a few fields to start the process.
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Employee First Name: If this is not auto-filled, please type the name you use for your Commerce Bank

login.
6. Employee Last Name' This field is auto-filled, DO NOT CHANGE.
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8. Date Selection: Click the Custom option, to populate the date range fields.
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c. See finished sample below:
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% Click Save. This creates your envelope.
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& When this new page loads, you will see a list of the transactions included in the date range you
entered.
[L Click in the box labeled In Envelope (this step is critical), and then confirm there are check marks next

to each transaction in this column. Click Save. You should get the green Transactions Successfully
Saved message at the top of your screen.
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Transactions successfully saved.

L2, After saving, your Transaction Envelope should have a dollar amount ‘associated with it (Calculated
Total). You can find this information right above the list of your transactions. (If the Calculated Total
says $0.00, you did not complete step #13 above.)

a. Successful example below ©

Envelope Summary

Calculated total: 13.92USD  Transactions in envelope: 1 Date range: 5/16/2018 - 6/12/2018

Totals Summary \ ‘
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b. Unsuccessful example below @ (if $0.00, ckaol’g ‘H\g& co[imn IﬁEnveIope/équmn for each
transaction.)

Envelope Summary
Calculated total QOO MSD  Transactions inenvelope 0 Date rangs 5/16/2018 - 6/12/2018
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13. Click Receipts C"PU A"&T)IC_L\ : Wr— mir%

Print Envelope ' Receipts B Submit to Workflow

H{ The Receipts dialog box opens
Receipts X

Valid types ars..doc, docx, pdf, .uff, |pg, .gif .png, bmp. Attachments file size total cannot exceed 2035
KE.
Upload receipt

Browse

[S Click Browse, then search for your saved receipts on your desktop and select (if you have multiple
receipt files, you can choose each file before finalizing the Upload Receipt process)
a. Example of one file for receipts:

Receipts

WUpload recelpt

Business 5-16-18 to 6-12-18. paf Browse
|

Browse

Current upload total: 27 KB

Upload Recepr

This document contains confidential & proprietary information of AOC Solutions, inc and Commerce Bancshares, Inc, and is intended for internal use only and may not be distributed or
reproduced without the express written permission of AOC Solutions, Inc. and Commerce Bancshares, Inc

FMQ.— i ok ¢

Date: 8/8/19; Rev. E




b. Example of two files for receipts:

Receipts

Upload receipt

Business 51618 ¢0 6-12-18.pdf

Business 516180 &6-12-18 2.pdf

Current upload tolal. 27 KB

Corcs | e

l,é:. Once all receipt files are ready, click Upload Receipt

Receipts

Upload receipt

Business 51518 Lo 6-12-15 pal | arowse | femove |
|

@

Current upload total: 27 KB

[7,. The Upload Receipts dialog box will change to reflect a successful upload, click the X to close the
window
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upload recerpt

Uploaded Receipts

Select o row a perform an action
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a. If your file is too big, refer to the reduced size PDF job aid on the District website.
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18 SAVE your envelope one more time once the page refreshes.
19.. You are now ready to submit your Transaction Envelope into workflow for approval.
Z4. Click Submit to Workflow L 2
'

Print Envelope i Submit to Workflow

2[, When you click Submit to Workflow, a confirmation dialog box will populate. Once you have
submitted the envelope into workflow, you cannot delete it.
2 If you are ready, click Confirm.

Submit for Approval
Once you submit the envelope it can't be d
“Confirm" to submit or "Cance!” to EO

Envelope page

7.3, A message displays at the top of the page indicating successful submission of the envelope.

Transaction envelope successfully submitted for approval. >/EA,1
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