Access Online

Reallocation to a Valid Value: Version 1-2

Reallocate to a Valid Value

You can use this quick reference guide as
a fast reminder of the basic steps for
reallocating a transaction in Access®
Online.
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1. On the transaction list, click the
transaction’s accounting code link.
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2. Click the Magnifying Glass icon to
select a valid value.
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3. Specify search criteria.
4. Click Search.
5. Click the code’s Select link.
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6. Add additional allocations, if needed.
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7. Specify the amount or percentage for
the additional allocations.
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8. Specify the valid value for the
additional allocations.
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Save Allocations

9. Click the Save Allocations button. A

confirmation message displays.

Transaction Management
Transaction Detail

Produgt Purchasing Card
Card Account Humber:
Card Account ID: 2120980

Create | Manage | Card Acct List | Trans List

Li ] Request has been successiully completed.

Transaction Summary
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Note the A icon and the
Multiple designation.
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Survey

Please take a few minutes to respond to a short survey on our training.


http://www.surveygizmo.com/s3/2899380/Access-Online-Account-Setup-and-Maintenance-Branded
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