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Approve/Reallocate Transactions with Split Distributi
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This job aid describes the procedure for approving/reallocating transactions with split
distribution.

Step 1. Log into the Finance Application with your FIN Username and Password.

.@. Navigate to the following path:

eProcurement = Procurement Card Center - Reconcile =
Reconcile Statement

The Reconcile Statement Search page opens.

AL,
Production Home | Worklist | MuttiChannel Console | _Add to Favorttes | Sign out
=
New Window | Help | C ize Page | 15

Reconcile Statement Search

al

Role Hame:

EmpliD: 10023456 O
Employee Name: " Smith, James - [s%
Card Issuer: R
Card Number:
Billing Date: Q
Statement Status: | :,
Budget Status: [
|

Chartfield Status:
Merchant:

Transaction Date:

=

Charge Type:

Search

Step 2. Enter the cardholder search criteria for the transaction you wish to reallocate and approve.
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Step 3.
P CIickﬂI.

The (Reconcile Statement) Procurement Card Transactions page opens.

g | Workiist | MultiChannel Console | Add to Favorites

Sign out

New Window | Help | C ize Page | B,

Reconcile Statement

Procurement Card Transactions

Bank Statement
[ Transaction I Billng

1 [7] Smith, James = AMC  *etemsmmeraq3ay usmmnusw LA.ppmveﬂ 1043 USD ) F& NotChkd valid  No No

M seecm O clearan stage | veiy | Aoprove |

Search Purchase Detalls  SplitLine Distribution Template

B save I Notify I % Refresh |

Step 4. If the transaction needs to be reallocated to a different ChartField string than the default on
== |
the card, click l'_*‘l" (Distribution).
The (Reconcile Statement) Account Distribution page opens.
Production _Home | Worklist | _WultiChannel Console | _Add to Favoriles | _Sign out
| El3
Mew Window | Help | Customize Page | B
Reconcile Statement
Account Distribution
Line: 1 PO Qty: 1.0000 uonm: EA
Billing Date:  09/21/2008 = Unit Price: 10.43000
“Distribute by: v
IEPemenl Amount Currency |*GL Unit *Account Oper Unit Program Class PC Bus Unit | Project
1[1000000 [ 10.43 uSD UmamH @, [Tees00 @ [ 0 @ [z1013 @ A831200000 Q099 Q [ & al
OK ! Cancel I Refresh ]
Step 5.

Enter the SpeedChart in the SpeedChart Key field, then press TAB to populate the
ChartField string information.

C:\Documents and Settings\rflynn\Desktop\Procard Reallocation\Reallocate Trans - Split Distrib.doc 2



° ° B
7 University of Massachusetts .. _<mpac

Ambherst * Boston * Dartmouth * Lowell * President’s Office * Worcester

UMASS.

Step 6. Adjust the Amount field to the dollars you want charged to the first distribution

Home | Workiist | MultiChannel Console

Production

=
New Window | Help

Reconcile Statement

line.

Add {o Favorites | Sign out

| Customize Page |,m

Account Distribution

Line: 1 PO Qty: 1.0000 Uom: EA

Billing Date:  09/21/2006 Biling Amount:  USD 10.43 UnitPrice:  10.43000
SpesdChartkey 100001 @ *Distribute by: | Amount v |

Distributions

1 100.0000 500 USD [umamHc [ @ Q [z1017 @ |A831?_uuuuu @ [oss 1@ ol

[ crartieins J Detaisitax | Assetiformation T sStatises  JE]
Dist | Percent Amount Currency [*GL Unit *Account Oper Unit Fund Program Class PC Bus Unit | Project

< | I

ok | cancel | Remesn |

Step 7. Using the scroll bar at the bottom of the screen, scroll to the right side of the page.

Step 8.
Click to insert an additional line.

A prompt box displays asking how many lines to insert.

Explorer User, Prompt

Script Prompt;

Enter number of rows to add:

i

Cancel
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Step 9.

Step 10.

Step 11.

Ok

Click

A second distribution line displays showing the balance of the amount.

[ I8

for B

Sign out

Add to Favorites

Workiist | _MultiChannel Console

Production

| (Bl
Mew Window | Help | Customize Page |nm

Reconcile Statement
Account Distribution

Line: 1 PO Qty: 1.0000 uoM: EA
Billing Date:  09/21/2008 Billing Amount: UsD 1043 Unit Price; 10.43000
SpeedChartKey 100001 Q “Distribute by: | Amount %

Distributions

[ chartfieids | Detsismax T Assetinformaton T Statuses

Dist |\ Percent Amount Currency [*GL Unit *Account Oper Unit Fund Program Class PC Bus Unit |Project

1] 479386 | 500 USD [umamH a [ Q21017 @ [as31z00000 @ 098 @[ @
2| p20614) 543 USD [UmanHG | Q| Q [21017 |Q [as31200000 @ [oss Q| Q | Q |

ok | cancel | Remesn |

With the second line, the SpeedChart Key is not available.

Enter each of the ChartField string values and the appropriate Account.

Click ok

The (Reconcile Statement) Procurement Card Transactions page opens. The Redistrib
field displays Yes, and the Budget Status field displays Not Checked.

MultiChannel Console | Add to Favorites | _Sign out

Production e | Worklist

| B
Mew Window | Help | Customize Page | 5

Reconcile Statement
Procurement Card Transactions

Bank Statement Customize | Find | View All] 3

r Transaction T Biling

Employee Hame Card Humber Trans Date |Merchant *Status Transaction Currency = t
Is suer Amount v

1 [ Smith, James  AMC 1337 ogroruoe SSFRSBUBING  [anroueg 1043usD @ G

™ seectar O crearan Stage | Verfy | Asprove |

Search Purchase Details SplitLine Distribution Template

B zave l [=] Wotify ] %) Refresh
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To add a comment to the transaction, click .
_Home Worklist MultiChannel Console Add to Favorites Sign out ]
| Bl
Mew Window | Help | Customize Page | B
Reconcile Statement
Procurement Card Transactions
Bank Statement Customize | Find | First [ 1 of 1 [+ Last
[ Transaction THNEi i
rt Name ﬁ  |Card Humber Trans Date |Merchant *Status % curr|—
1 [7] Smith, James  AMC  *Treme{337 09/20/2008 ?ﬁ;"m'w Approved )| 10.43 USD Y& NotChicd Yes  No
™ selectan O crearan stage | very | approve |
Search Purchase Details SplitLine Distribution Template
B save | [Elnoty | A merresn |
The Line Comments page opens.
[Line Comments
Line: 1 Description:  ALUDRA TASI
Reference:  5543286R262000295005924
Transaction Line Comments § iy
Comments: Status: |Aclive v [#[=]
camments aboutyour transaction can be typed here. Don'tforget - spell check is availablel @
Attachment: Attach | |
Ok | Cancel | Refresh |
Step 13. . . (n]"4
Type your comments in the Comments box, and then click
Step 14. Approve
Click — PP .
Step 15. Save
Click @— .

A reminder notice displays.

Ifyou change the search criteria you may lose any unsaved data. Do youwant to proceed? (10070,166)

Yes Mo

To save any changed data, choose Mo and then click the Save button. After saving the data, you can click Search hutton again and change search criteria.
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Step 16. Click Yes

The Reconcile Statement Search page reopens.

Reconcile Statement Search

Role Name:
EmpliD: Q
Employee Name: Q
Card Issuer:

Card Number:
Billing Date:
Statement Status:
Budget Status:
Chartfield Status:

AN

Merchant:

(2

Transaction Date:

£

Charge Type:

Search

‘\‘ The transaction is approved and reallocated, and will be picked up in the next batch process
for posting to the distribution account indicated.
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