ALLOCATING A PAYMENT CARD EXPENSE

(Splitting Transactions by Account)

Select the expense to be allocated.

(An Expense Type must be selected before you can continue.)
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Click ALLOCATE
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You have the option to Allocate by Percentage or Amount

Allocations

i Fercentage oli

l Amount ay

Once the allocation method is selected, click ADD NEW ALLOCATION.
Every time you click this, it will add an extra line for the allocation.

Allocations

Allocate By » Add New Allocation Add to Favorites

[[] Percentage | Palicy * System Me... | * Depariment /... | * Account | * Account Attri... | Code

] 100 Payment Card (17)TEXAS A (55G3) STRAT... | | (220322 00000... | | (L) LOCAL Payment Card-1...




Once you have all of your allocation lines, enter the allocation amounts or percentages.
Select the System Member, Department, Account and Account Attribute for each line.

Allocations

Allocate By = Il ~dd New Allocation

|:| Percentage | Policy * System Me... * Department /...
] s0 | Payment Card | (17) TEXAS A | | (55G5) STRAT... | | (220322 00000 | | (L) LOCAL |

Delete Selected Allocations Add to Favorites

* Account Attri... | Code

* Account

Payment Card-1...

[#] | 50 Payment Card [(17) TEXAS A... (LIBR} LIBRARY (218505 00000... | | (LyLOCAL Payment Card-1...

Click SAVE

Success

Allocations have been saved.

Click OK, then DONE.



The allocation icon will now appear on the Expense line.
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If you hover the mouse over the icon, you will see the allocation for that
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Percentage | Policy | System Mem... | Department/ ... | Account Account Attrib... | Code
50 Payment Card (17) TEXAS A&... (S5GS)STRATE.. (220322 00000)... (L)LOCAL Payment Card-1...
S0 Payment Card (17) TEXAS A&... (LIBR)LIBRARY (218505 00000}... (LyLOCAL Payment Card-1...

The allocation is complete




