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Running the Expense Report



Login to GCMS

https:// www.globalmanagement. citidirect. com/ sdng/ login/ login.do



Reports > Click Run



Click on the Transaction Report

carrot > Click on Expense Report



You can click on the star icon to add

the report to your Favorites List



Click 5. Criteria > Click Include Split

Transactions Checkbox



Click 6. Frequency > Click Reporting

Cycle > Select Current Month from

Reporting Cycle drop down list



Click Submit Request



The report will appear on the

Dashboard



Click to select the Expense Report > 

Click Download



Click OK


