US Bank Pcard Quick Reference Guide to Allocate Transactions

Log in to US Bank Access Online — https://www.access.usbhank.com/

Organization Short Name: PASSHE

Enter User ID and Password and Login:

Welcome screen:

Egbank Access” Online

ot Us

Welcome to Access Online!
Please enter the information below and login to begin.

* = required
Organization Short Name:*

L1

User ID:*

]

Password:*

1

Forgot your password?

Register Online

Activate Your Card | Change Your PIN

@ bank Access Online

Dashboard Accounts ~  Transactions ~  Reporting

Welcome to Access Onlin_@ Guide

Your last login was 02/16/2026

Message Center

Quick Links

Manage Home Page Settings
Account Alerts

Manage Contact Information

Purchasing

Account Name:
Account Unique ID: (i
Account ID:

Account #:

Manage Email Notifications
Run Transaction Detail Report
View All Statements

Account Status:

Current Balance:
Credit Limit:
Available Credit:

Current Balance is updated as of previcus business day. Available Credit includes pending
account activity.

Last 10 Transactions Posted

Posting Date Merchant Amount
02/11 PERFORMANCE HEALTH SUP $2,859.06
02/06 IMPACT APPLICATIONS $455.00
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Step 1: Allocating (reconciling) Transactions:

Click the Transactions menu (click carrot icon) and select Transaction list and select “Pending” to open all transactions
you need to review, allocate and approve:

@ bank Access Online

Dashboard Accounts »  Transactions ~ Reporting

Purchasing Card All transactions

Transaction list Previous cycle

Pending

This will open your Transaction Management screen.

With US Bank, you now can allocate (reconcile) transactions as soon as they are posted to your account. You no
longer need to wait until the end of the cycle.

To view and allocate (reconcile) a transaction, click the Pending link under the ‘Approval Status’ column or click the
Transaction Date (highlighted in screen shot below):

@bank Access Online Fadearsion w  Needhelg? v Profle Leg oul

Transaction Management
Card Account Summary with Transaction List 57 04

-1 Card Accoiant Semmary

Account Number o

Account Mama:

Billing Cycle Close Date:| All - = Frint Acooust Activity

@ Cpen Account

Select Statis ApprovalBlatss Trans  Peatios  Mershant Gt Shate Amaunt Cutall **  Trans Unigus IO Purchass ID o Atachment () Commants Acceunting Cede (1
- Rale  Date
PanaaG 2411 0271 PERFORMANCE MEALTMSUP WARREMVILLE, IL $2,850.06 D4S9E005261642342026-02- 1 100001 _ []
B -] LS 0206  IMPACT APPLICATIONS ITASCA, IL $455.00 L D4596005 26164 204 2026-02-0600001 ]
Duaputed s Resllocsted @. @ Trans Detad Level [ Uplosd Amtachments

Pcardn - 2ol &
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This will open the Transaction Summary page, which provides details of this specific transaction. To begin your
reconciliation, click the “Allocations” tab.

Transaction Summary

Status Trans Date Posting Date Merchant City, State/Province Amount Detail € Purchase ID @  Attachment 1 Accounting Code 1
02/11 02/11 PERFORMANCE HEALTH SUP WARRENVILLE,IL 285906 @ _ i 8211215000|-| |-1% | |
(@ Disputed ), @b Trans Detail Level as Reallocated (] Upload Attachments

Summary | Allocations | Comments | Aparcual History |

The Summary tab shows high-level transaction information.

The review status cannot be changed because the review day limit has been reached.
To approve and forward the transaction, click "Approve.”
To initiate a dispute, click the "Dispute” button.

Transaction Reference Information (i)
Date: 02/11/2026 Billing Cycle: Open
Purchase ID: _ Posting Date: 02/11/2026
Total Amount: 2859.06 Reference Number: 55432866042202984752863
Memo Post: (i) Yes Authorization Number: 020602
Sales Tax: 161.83 Most Recent Extract Dates
Freight: Financial Extract:
General Ledger Extract:

Merchant Payment Extract:
Name: PERFORMANCE

HEALTH SUP Currency
City, State/Province: WARRENVILLE, IL Billing Currency: U.S. Dollar
Transaction Type: MASTERCARD MC Source Currency: U.S. Dollar

PURCHASE Source Currency Amt: 2,859.06
Merchant Category Code
(Mcc): 5047
MCC Description: WHOLESALE

MED/DENTAL
m Print Transaction

il i

This Allocations tab screen is where you will verify or assign a Cost Center (fund center), add the GL Account Code, and
enter a description of the purchase.

e If you need to select a WBS Cost Center, instead of a Cost Center for your transaction, you will need to enter an X

in the Cost Center field and then type in or search for the WBS Code (more information on searching for a Cost
Center, GL code, etc., is below).

e If you are allocating to a Cost Center for your transaction, leave the X in the WBS field.

The D1, D2, and D3 fields can be ignored — the dashes in these boxes need to remain for reporting purposes (if a dash is
missing, please enter a dash — the system needs the dashes in these spaces or you cannot save your allocation):

Transaction Summary

Status Trans Date Posting Date  Merchant City, State/Province Amount Detail wr Purchase ID & Attachment () Accounting Code (|
02/11 o2 PERFORMAMNCE HEALTH SUP  WARRENVILLE, IL 2859.06 5 _ il 8211215000 |-1x 11
W Dapited @, @ Trans Detad Level - Reallocated { Upload Amachmants
| —

P——y rTe— w— r——r—

The Allecations &

b provides the ability to reallocate a transact

by changing the accoun
be to ane or to multiple

allocate an amount to 8 different cost center. The reallccation can

You can allacate amounts by dollar amownt o
transaction. Toalk

entage, Total allocation ameunts must equal 100% of the
chos, click the “Add” butten

@ to additicnal account

Atter adding. maditying or deleting allecatians, click the “Save Allecations” Button 10 &ave changes

* = required Allocation Seurce: Default Acct Code Last Changed By: System
Remove Armount Percent Accounting Code - Segment Name (Length) o
avarite
COST CENTER (10 D1 () GLACCOUNT CODE () D2(y) WES (u) D3 (1) DESCRIPTION (=)
$[  2ss50.06) or [100.00% [B211215000]*q, . Y - X a |
o, Search
Total Allocated: 8 oR50.06 | 100.00% Apply Accounting Code: -
Ameunt Remaining: § 0.00 0.00% Additional Allecation(s): 1 m
Note: Rows marked for deletion sre subtracted from Total Allecated and Amount Remaining values.
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Allocation Accounting Code Steps:

Transaction Management
Search & Select Valid Value

A default Cost Center has been added to your profile. Only
one default Cost Center can exist for- a Card holder. Enter full or partial segment values, segment value descriptions, or |

view all valid values. Then click the "Search” button.

COST CENTER (10)
If you need to change the Cost Center for the transaction, you can Value:
change it directly in the COST CENTER box above in the allocation Peesread
line or you can search for a different Cost Center by selecting the oo

magnifying glass next to the field. Display [25 | Values per page

Select a valid value from the results list below.

0 Click the magnifying glass to open the search page.

Records 1 - 10of 10

O Leave the Value field blank to pull all Cost Centers in the US

COST CENTER Value Description

Bank system or enter the first few numbers of the Cost Center Select 8211223276 Duplication Svos LO
Select 8211223306 Plumbing ShopLO

you are searching for and click the Search button. Select 8211223307  Electric ShoplO
Select 8211223308 HVAC ShoplLO
Select 8211223309 Carpenter ShopLO

Select 8211223327 Custodial Ops LO
Select 8211223345 GroundsLO

Select 8211223365 Transportation

Select 8211223600 Campus Operations LO

0 Cost Centers will display in the Records box

0 Select the one you need from this list by clicking the “Select”
word next to your Cost Center.

PLEASE BE SURE TO SELECT THE CORRECT COST CENTER FOR THE EXPENSE!
Verify the number and the cost center description before clicking the “Select” link.

Search for the GL Account Code by selecting the magnifying 23':: 222::12&'!’.'3235’5’“‘*“‘

glass next to the field.

Enter full or partial segment values, segment value descriptions, or leave blank to
view all valid values. Then click the "Search” button.

0 Leave the Value field blank to pull all GL Account Codes in GLACCOUNT CODE (6)
the US Bank system or enter the first few numbers of the vaoe: |||
GL Code you are searching for and click the Search SDhPT‘yp lagm
button.
Display Values per page
0 GL Codes will display in the Records box =

Select a valid value from the results list below.

0 Click the “Select” word for the GL code you need to pull

Records 101 125 of 233

this into your allocation B —
GLACCOUNT CODE Value Description
Select 630120 Preventative Maint
Select 630200 Contracted Services
Select 630210 Contracted Repairs
PLEASE BE SURE TO SELECT THE CORRECT Sepallewsin Contrats Paren v
GL ACCOUNT FOR THE EXPENSE! B e BT
Select 630225 Contr Maint Ofc Eqp

Type in the description of your purchase in the Description field (i.e. items purchased for what purpose)
0 This field can hold up to 50 characters
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Now that your allocation has been coded to the correct Cost Center, GL Account and a description entered, you need to
save this information by clicking the “Save Allocation” button:

Summary | Alocaion | Commens | Asprouaistuey |

The Allocations tab provides the ability to reallocate a transaction by changing the accounting information to
allocate an amount to a different cost center. The reallocation can be to one or to multiple accounting codes.

You can allocate amounts by dollar amount or percentage. Total allocation amounts must equal 100% of the
transaction. To allocate to additional accounting codes, click the "Add" button.

After adding, modifying or deleting allocations, click the “Save Allocations” button to save changes.

* = required Allocation Source: User Last Changed B_
Remove  Amount Percent  Accounting Code - Segment Name (Length) eavorit
avarite
COST CENTER (10) D1 () GLACCOUNT CODE (s) D2 () WBS (12) D3 () DESCRIPTION (so)
0 $[ 285906 OR[10000k  [8211215000]*q ] 660600 |*q g K e E [supplies needed for locker room + Add as Favorite
Q Search

Total Allocated: [ 2859.06|] 100.00% Apply ing Code: v
Amount Remaining: S| 0,00 0.00% Additional Atlocationts: |1 [lagl)

Note: Rows marked for deletion are subtracted from Total Allocated and Amount Remaining values.

** NOTE: If this transaction needs split between multiple Cost Centers, do not hit the “Save Allocations” button, but
enter the number of Additional Allocations you need in the box highlighted below (if needs split between two Cost
Centers, enter 1 in this box so that another allocation line is created) to create additional allocation lines for the
transaction.

Enter the number of additional allocations and click the Add button:

Tranmaction Summary

Statua  Trand Date Posting Dete  Marchant Clty, Stata/Provines Amount Detall o Purchass ID = Attachment || Accounting Code
0211 o211 PERFORMANCE HEALTH SUP  WARRENVILLE, IL 285906 i _ i 821121500001 |- 11
Desputed . @ Trans Detadl Level @ Resllocated § Uplosd Attachmants

You can allocate amawnts by dollar smownt of percentage. Total allocation amousts must equal 100% of the

transaction. To sliscate to additional sccounting codes, click the "Add™ button

After adding, modifying or deleting allocations, click the "Sawe Allocations” button to save changes.
* = required Allocation Source: Default Acct Code Last Changed By: Systern
Ramove Amount Parcant Aczcounting Coda - Sagmant Name (Langth)
COST CENTER (=) 1) GLACCOUNT CODE () D2 (1) WBS (1) D3 (1) DESCRIPTION (s
s 2ssoos| om[iwooox  [senizisoonl-q . 660600 | o, Fl [ ‘o [+ rupplier needed for locker mmam
y Search
Total Allocated: & 2R50.06|| 100.00% Apply Accounting Code: v u
Amount Remaining: ¢ 000 0.00% mlmunuum(.:| 1'“

Note: Rows marked for deletion sre subiracted from Total Alscated and Amount Remaaning vahees

After the Add button is clicked — a second line will appear for the Accounting Codes to be entered (see screen
shot below).

Enter the Amount that goes to the additional Cost Center, GL Code, and Description into that 2™ line (the
percentage will automatically calculate based on the amount entered).
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If this additional allocation is correct, now click “Save Allocation” button:

Summary | Allocations | Comments | Approval History |

The Allocations tab provides the ability to reallocate a transaction by changing the accounting information to
allocate an amount to a different cost center. The reallocation can be to one or to multiple accounting codes.

You can allocate amounts by dollar amount or percentage. Total allocation amounts must equal 100% of the
transaction. To allocate to additional accounting codes, click the "Add” button.

After adding, modifying or deleting allocations, click the "Save Allocations” button to save changes.

* = required Allocation Source: Default Acct Code Last Changed By: System
Remove Amount Percent Accounting Code - Segment Name (Length)
COST CENTER (10) D1(1) GLACCOUNT CODE (s) D2(1) WBS (12) D3 (1)
o $[ 285908 or[10000fx  [8211215000]" [ 660600 | ] X Ja L]
0 $[ 100000 or[ s4g8x | [e211218830)*a [ |* [e60600 | [ ]+ K Ja [ ]
Q Search

Total Allocated:

s sw0c| 1sasux AepyAccauntingcode: |
Amount Remaining: §| -1000.00|| -34.98% AddiﬁnnaIAllncatiun(5):Elm

Note: Rows marked for deletion are subtracted from Total Allocated and Amount Remaining values.

DESCRIPTION (s0)

‘suppﬁes needed for locker room

‘suppl'\ss needed for locker room

*if you would need to remove a row that you initially added in order to do the split, check the “Remove” box next

to the allocation line and click the “Remove” button

Now that your allocation is saved, when you go back on your Transaction List, you will see the
updated Accounting Codes:

transaction has your

City/State Detail = Trans Unique ID Purchase 1D

04s96005261642042026-02-1100001 ([ NN -~

Select Status Approval Status Trans Posting Merchant Amount

Date
oz2/n

PERFORMAMNCE HEALTH SUP  WARRENVILLE, IL  $2,859.06 ']

i g Code (i

|- HEE0E00) - £ Isupplias

The next step is to upload your receipts/invoices/approval forms for this transaction.

**As a reminder: For auditing purposes, we need to have itemized receipts that details the vendor name,

amount, and description of item purchased and it needs to tie the purchases to what

we are being billed for.

According to our PASSHE Pcard procedures, the cardholder is responsible for obtaining credit card slips, cash
register receipts, packing slips, etc. to provide documentation for each transaction and the receipts must include

purchase amount and item descriptions that are as specific as possible.

Step 2: Attaching receipt/invoice/approval forms:

Locate the transaction from your Transaction List that you need to add the attachment to.

In the “Attachment” column, click the paperclip icon:

[-1 Transaction List Retum to tap
Records 1-20f2
Check All Shown | Uncheck All Shown
Select Status Approval Status Trans Posting Merchant City/State Amount Detail '&* Trans Unique ID
v Date Date
[ Pending 02/05 02/06 IMPACT APPLICATIONS ITASCA, IL $455.00 W 04596005261642942026-02-0600001

I3

Purchase 1D Attachment (i) Comny

1]
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This Opens the Attachments page. To add your receipt/invoice/approval forms, click the “Add an attachment” button
(you can attach PNG, JPG or PDF files. File size limit for all files is 5 mb. To delete an attachment, select the thumbnail,

then select the trash can icon)

Attachments

In the “Open” window of your computer directory, navigate to your file location, select the file you want to attach, and

then select the Open button.

e Local Disk (C:)
= Departments (U3}
= Databases (V)
= Netwerk Drive (Z)

3 Network

1 2492550001 pof
) 249256_0001 poi
) 249258 0001 pof
1 249260_0001 pof
1 249262_0001 pof
1 249263_0001 pof
1 249265_0001 pof
T 249266_0001.pdf

File name: | 249260_0001.pdf

€ ope
e v 4 < Accounts Payable > 2026 Scanned Documents
Organize v New folder
Name v
L s
~ [ miseC 5 249254 0001.paf

AM
AM
AM
922 AM

7/2/20259:22 AM

Adobe Acrobat D...

Adobe Acrobat D...
Adobe Acrobat D...
Adobe Acrobat D...
Adobe Acrobat D...
Adobe Acrobat D...
Adobe Acrobat D...
Adobe Acrobat D...

Adobe Acrobat D...

| | Custom Files (* jpeg;™jpg;".pdf, -~

Open

v

508 KB

491 KB

Cancel

Once you have clicked the Open button, your attachment will appear on the screen — either click “Save” or “Add another
attachment”. If you accidentally selected the wrong file, click the Trash Can icon.

Ardd

Anathar attschmant
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To add more files, select Add Another Attachment and complete step again. You can add up to 10 attachments. When

you are done adding attachments, select Save.

REMINDERS:
= Every transaction needs to have an attachment.

= For auditing purposes, itemized receipts/invoices that details the vendor name, amount, and

description of item purchased must be attached.

= Amounts on the receipt/invoice must match the total billed on the credit card.

= Justification Forms (food, gift approval forms) need to be completed and all approval signatures

(dean, VP, etc.) are required.

Now that your transaction has been allocated and you have added the required attachments, it is time to approve this

transaction.

Step 3: Approving your transaction to submit to your approver:

From the Transaction Management page, find your completed transaction in your Transaction list. Check the “Select” box

and then click the “Approve” button:

Reverds 1 2ol 2
|

Select Status ApprovalStatus Trans Posting Merchant City/Gtate Amount Detail = Trans Unique ID Purchase I
. Date Daie

» 5

S 02706 IMPACT APPLICATIONS ITASCA, IL £455.00 & D4596005261642042026-02-0600001

Trans Detail Level (j Upload Attachments % Attachment

§ Disputed @ Reallocoted g, @

1 0211 PERFORMANGE HEALTHSUP WARRENVILLE,IL $2,859.06 D oasaenosz6164294z0z6-02-1100001 |G

ing Code (i

150001 IGE0E001-1X): Eusolies

*Note — verify that you have a document icon next to the paperclip in the Attachment column to verify your

document(s) is attached. Also verify a final time that your allocation is correct.

The Transaction Approval page will open and you need to select your approver. Click Select Approver link:

Transaction Management
Approve Transaction(s)

1+ 1 Transaction(s) to Approve

Transaction Approval
| want to forward these transaction(s) for further approval to:

Select Approver
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Type in your Approver’s last name and click the “Search” button:

Approve Transaction(s)
Search & Select an Approver

Enter the approver’s full or partial name, or leave blank to view all users. Then click the "Search” button.

Last Name: First Name:

|Jones | ‘

<< Back to Approve Transaction(s)
N

Click the “Select” circle next to your approver’s name and email and click the “Select Approver” button.
NOTE — you can set this approver as your default on future transaction approvals by clicking the box to “Set
selection as your default approver”

Search & Select an Approver
Enter the approver's full or partial name, or leave blank to view all users. Then click the "Search” button.

Last Name: First Name:

|dones | |

Please select an approver from the results list below.

Records 1-10f1

Select Approver Name Email Address

o N B - convOoNWEALTHU.EDU

Records 1- 1of 1

[ Set selection as your default approver

Select Approver

<< Back to Approve Transaction(s)

The Approve Transaction page will open for you to now submit this to the approver:

Transaction Management
Approve Transaction(s)

1+1 1 Transaction(s) to Approve

Transaction Approval

| want to forward these transaction(s) for further approval to:

JONES mﬁ n Select Approver
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Once you have clicked Submit, you will be directed back to your Transaction List and will now see the transaction has

changed from Pending to Approved in your Approval Status column:

|1 Transaction List

< ing Code (1

B Disputed G Reallocated g, @ Trans Detal Level f Reallocation Locked {j Upload Attachments % Attachment

e [ et [ o i e

Select Status Approval Status Trans  Posting  Merchant City/State Amaunt Detail © Trans Unique ID Purchase ID
Date  Dato
» Appraved 02/11 02411 PERFORMANCE HEALTHSUP WARRENVILLE, IL $2,859.06 . 04596005261642942026-02-1100001 _ » oA e
Bending 02/06  IMPACT APPLICATIONS ITASCA, IL $455.00 o 04596005261642042026-02-0600001 i

This transaction is now completed and is no longer in your Pending transactions list.
This approved transaction is now in your approver’s queue to review and approve.
Continue this process for each pending transaction.

TIP:

If you find you made an error or need to make a change to your allocation before your approver has reviewed
and approved this transaction, you can come back to this list, check the “Select” box next to your transaction and
select the “Pull Back” button so that it removes it from your approvers queue for you to edit and resubmit:

1-| Transaction List

IMPACT APPLICATIONS ITASCA, IL £455.00 o C4SBE005261642942026-02-0600001 (]

@ Disputed & Roallocated . @@ Trans Detall Leved g Reallocation Locked § Upload Attachments < Attachment

mmenty ing Cosle (1

Select Status Approval Statys Trans Posting Merchant Citw/State Amoant Detail =" Trans Unique ID Burchase 1D
Date  Date
-3 Agproved 02611 02711  PERFORMANCE HEALTHEUP WARRENVILLE,IL $2.950.06 2 nasaconsastezaazoze-oz-1 10000t | : © -

This will now show as “Pulled Back” in your Approval Status column. You can make your changes as needed, and

then approve and submit to your approver for review.

-1 Transaction List Return to top

Records 1-2of 2

@ Disputed @@+ Reallocated @.@ Trans Detail Level (] Upload Attachments € Attachment

Check All Shown | Uncheck All Shown
Select Status Approval Status Trans Posting Merchant City/State Amount Detail '©
- Date Date
» O Pulled Back 02711 02/11 PERFORMANCE HEALTH SUP 'WARRENVILLE, IL $2,859.06 w
O Pending 02/05 02/06  IMPACT APPLICATIONS ITASCA, IL $455.00 @

If your approver has approved your transaction already, you cannot make a change to the allocation unless the approver

rejects your transaction. If that happens, please contact your approver.
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REJECTED TRANSACTIONS

When you approve and submit a transaction to your approver, they will review for accuracy of the Cost Center, GL
Account, attachments, if sales tax has been paid, etc..

If your allocated (reconciled) transaction has an error, this will be rejected back to you, the cardholder, to correct and
resubmit.

Examples of why an allocated transaction is rejected:
e  Wrong fund center or GL account used
e Missing description of purchase
e Sales tax is on invoice or receipt — comment is required on how sales tax will be refunded / credited
e  Missing or incomplete documentation attached
O Receipt or invoice is not attached
O Receipt or invoice amount does not match transaction amount
O Receipt or invoice amount is not detailed/itemized
0 Justification form missing or not signed

When a transaction is rejected, you will get an email notification (please be sure to set up email notifications: open
the Profile menu and selecting Notifications and then Email notifications).

Or you will find this rejected transaction by going to the Transactions menu (click carrot icon) and select Transaction list
and select “Pending”:

@ bank. Access Online

Dashboard Accounts ~  Transactions ~ Reporting
Purchasing Card All transactions

Transaction list Previous cycle

Pending

This will open your Transaction Management page.

Transaction Management
Card Account Summary with Transaction List &7 Guide [ Guide

Product: Pur " o
Card Accou
Card Accou

e

Managing Acct List | » Trans List | Manager's Queue |

[-1Card Account Summary
Account Number: (o]
Account Name:
Billing Cycle Close Date: m

@ Open Account
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From this page, click the [+] sign next to the Search Criteria sign:

Transaction Management
Card A S y with Tr ion List G Guide [ Guide

Product: Purghace e
Card Accour Switch Accounts
Card Accou!

Managing Acct List | » Trans List | Manager's Queue |

[-]Card Account Summary

Account Number: e
Account Name:
Billing Cycle Close Date: m

@ Open Account

[*1Search Criteria Ratum to top

=1Tr ion List Retum to top

Records 1-60f 6

Change the Approval Status from Pending to Rejected and click Search:

-1 Card Aceount Summary

Account Number: @
Account Name:
Billing Cycle Close Date: ﬂ

@ Open Account

[-1Search Criteria Retum to top

Advanced Search

Transaction Amount: Purchase ID: Approval Status:
8/ ] [ | [Rejected v

Pull Back Eligibility: (i)

Di i Reallocated

L4
<

Display Transactions per page

m Reset & Search with Defaults

-1 Transaction List Retum totop

This will show any rejected transactions that need corrected, approved and resubmitted to your approver. Make the

corrections needed or upload missing/correct attachments and resubmit for approval:

Transaction Management
Card A y with ion List T Guide 3 Guie

(-l Card Azcount Summary

Aceount Numbaer: @
Agcount Mame:

Billing Cycle Close Date:| Al ~ ﬂ Primt Account Activity

@ Open Account

[+l Search Criteria

1T ion List
Hucords 1< 108 1
Al Sban |
Select Status Approval Status Trans  Posting Merchant City/State Ameunt Detall = Trans Unigue ID Purchase 1D Attach
' Date  Date
Roiccted 02/20 02/2%  AMERICAN STRATEGIC INS ST PETERSBURG,FL  $68.75 o O4506005260467 142026-02-2300001 PRTLIBOTADD s [
. o PR— T
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Additional Tips:

> Creating a Favorite Cost Center list:
If you have several Cost Centers you need to allocate to and do not want to search for them every time, you can
create an Accounting Code Favorite list either as you allocate a transaction or through your User Profile menu.

Favorites while allocating:

Open the Transactions menu, select Transaction list and select All transactions.
Locate the transaction to allocate.

Select the accounting code link to open the Allocation tab.

Click Save as favorite.

Enter the number of favorites you want to create. You can have up to 25. Click Add.
Type a name for each favorite.

Type the codes into each segment or use valid value lists to select the codes.

Click Save.

PNV R WNE

Favorites using the Profile menu:

Open the Profile menu, select Accounts and select Manage Accounting Code Favorites.

Enter the number of favorites you want to create. You can have up to 25. Click Add.

Type a name for each favorite.

Make them active.

Type the codes into each segment or use valid value lists to select the codes.

Click Save.

To remove a favorite, select the remove box for the favorite you wish to remove and then click Save.

NouswnNe

> You can set up email notifications about the approval process by opening the Profile menu and
selecting Notifications and then Email notifications.
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