
 
 

 

   
   

  

   

 

 

JP Morgan – optional Submit function 
August 2026 

While not required, cardholders may submit transactions to remove them from the “Open” 
Expense Inbox list. Submitting locks any future editing of descriptions/codes and is recommended 
only to be done after the monthly expense report is complete. 

To quickly Submit many transactions at 
once, go to Expense Inbox and utilize the 
Expenses checkbox at the top of the list 
to highlight/check all items on a page. 
Uncheck any current expenses you do not 
wish to submit at this time. Click Submit. 
If needed, click View Filters and check 
the checkbox for Show expenses over a 
year old to view older transactions. 

Note: Any transactions that were 
previously “split” with multiple account 
codes under the old system may fail to 
submit and give an error. You’ll need to manually re-enter the description. You may copy/paste the 
description previously entered by opening the transaction and expanding the splits to retrieve the 
previously entered information, copy/paste it, save, and submit. 


