
Reconciling Fraud Transactions 

• Create a new expense report 
• Title as “fraud” and select the report type: “fraud” (your title may need to be a little 

longer as it is required at least 10 characters some examples could be: Fraud 
Charge or Fraud Credit) 

 

• Click save 
• Select the credit card transaction that is the fraudulent charge – then you’ll need to 

click on the icon in the top left corner beside where it says “select valid expense 
type” 

 



• Now you’ll only have 1 option – “fraud” – select this option 

 

• You’ll now notice that the allocation (which is your FOAPAL) is automatically filled in 
and you only have 1 option for the “account” code: 

 
• In the description box – simply state something about the charge being fraudulent 

and that you’ve completed the needed steps with the bank and submitting the form 
to the P-Card Office: 



 
• Click on save in the top right corner, this saves the item to your ER 
• Then ensure all the fraudulent charges are added – and preferably your credits for 

the fraud can be added to this same ER or to another ER following these same steps 
• Click submit at the bottom of the left “panel” 


