How to Load Receipts Online
via
Website Uploading Photo
or Emailing to Website and Uploading
Brief Summary

. Navigating to the Purchase Card website.
www.servisfirstbank.com/commercial-pcard

. Saving the site as a favorite on your phone’s browser.

. Logging into the site.

a. User ID: Not case sensitive

b. Password: Case sensitive

c. Security Questions: Not case sensitive

. Uploading receipts to the site by taking a picture on the spot.
. Logging out of the site after uploading receipt.



http://www.servisfirstbank.com/commercial-pcard











































Thank youl!

For additional support, please contact:

Seth Grice, Implementation Specialist
205.578.4629

sgrice@servisfirstbank.com

David Spokes, Commercial Card Operations Manager
205.578.4603

dspokes@servisfirstbank.com

Credit Department, monitored 7:00 — 5:00 CST
888.831.4351

cdepartment@servisfirstbank.com
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Submit a receipt via Email

1.) Take a photo of the receipt using your mobile device.

2.) Confirm the photo does not exceed 5 megabytes and is saved as one of these
file types:

— .pdf
—.jpeg
— tiff

.gif, or

—.png.

3.) Email the photo to your CentreSuite user ID and domain. For example,
sethgricel @centresuite.com

User Information

UseriD: [7]*

sethgrice1

Receipts Email Address: [?]

sethgricel@centrasuite.com

If your CentreSuite user ID includes special characters or an email address, you must request a
modified user ID to submit a receipt from your mobile device.

4.) The system moves the receipt images from the email box to your CentreSuite
landing page so that you can attach the receipt to your transaction or expense
report.
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