ITEMIZING A PAYMENT CARD EXPENSE
(By Object Code)

Select the expense to be itemized.

(An Expense Type must be chosen before you can continue.)

Sept 2018 #3948

| + New Expense | | <+ CQuick Expenses | Import Expenses v Details v Receipts » Print / Email *
Expenses View v & | Expense (| Receipt image |
[ | Date v | Expense Type | Amount | Requested | : ,‘ :
071292018 4010 Supplies - Office General 5219.99 5219.99 Expense TYPE%} - Amount
0@@ SUMMUS INDUSTRIES, INC, Sugar L IAEHD Supplies - Office Gener. | v 219.99
Travel Card charges may not be submitted on a Payment Card report. Please remove
this transaction and submit on a travel expense report.
TN D Ve e
]| 072712018 4010 Supplies - Office General £20.29 £20.29 | |
0@6 SUMMUS INDUSTRIES, INC, Sugar L
I—J e 44}10-Suppnes i e s o e

0@6 SUMMUS INDUSTRIES, INC, Sugar L

Click ITEMIZE

W Allocate H Afttach Receipt | | Cancel J




Select the EXPENSE TYPE

Sept 2018 #3948

‘ + Ne: xpense ‘ | 4+ Quick Ex; | Import Expenses ~ Details ~ Receipts ~
Expenses

D ‘ Date v ‘ Expense Type Amount Requesled|
il 07/2%/2018 4010 Supplies - Office General 5219.99 5219.99

SUMMUS INDUSTRIES, INC, Sugar L

Travel Card charges may not be submitted on a Payment Card report. Please remove
this transaction and submit on a travel expense report.

Adding New Itemization
[]  o727ete 4010 Supplies - Seneral  s2028 52029

4010 Supplies - Office General
00 e SUMMUS INDUSTRIES, INC, Sugar L
2
e meupplzes- S e s s

SUMMUS INDUSTRIES, INC, Sugar L

Print / Email +

View * & | New temization |

£ __S.E_Tz.r{e_% -
il [~

| 1. Supplies - Consumables

£ 2010 Suppiies - Office General

4011 Supplies - Paper Goods & Jantorial
4012 Supplies - Education

4013 Supplies - Research

4014 Supplies - Other

4016 Supplies - Storeroom

4020 Supplies - Computer Consumables
4025 Subscriptions, Periodicals

4030 Fuels And Lubricants - Other
4035 Fuels And Lubricants - Aircraft
4038 Fuel - Gasoline

4037 Fuel - Diesel

4038 Fuel - Propane

4038 Supplies - Gases

|_4n4n Sunnlise Chamicale 2. 0

Enter the Amount and Description for this Expense Type

MNew ltemization

Available Receipts

Expenss fype :
4010 Supplies - Office Generz | v

il

l 119.99

Transaction Date
v | |0?!29f2018

Comment FAMIS REF-A

FAMIS REF-B

6 Total Amount: $219.99 | Itemized: $0.00 | Remaining: $219.99

Vendor Name
SUMMUS INDUSTRIES, INC

Invoice Number.

| Office supplies - Paper ‘

Gondo
|

Payment Type

Click SAVE

e I Allocate I Cancel |




The Remaining Amount and Itemized Amount will
be updated.

Repeat the steps until the Remaining Amount equals SO

ble Receipts
%59 | ltemized: $119.99 | R ining: $100.00

€5 Total A 521

Vendor Mame

Expense Type ) Amount ) § Transaction Date §
|4020 Supplies - Computer Co | v | 100.00 % | e | 07/29/2018 (5| SUMMUS INDUSTRIES, INC

Commen it REF-A FAMIS REF-B
Toner for printer

Goods Recewed Date ) Payment Type

Invaice Number

] ==

Click SAVE

Available Receiptz

5 Total Amount: 5219.99 | ltemized: 5219.99 | Remaining: $0.00

FAMIS REF-A



You should now see the Itemization of the Expense.

Expenses View » &

Adding New Expense

[ ]~ 07/29/2018 4010 Supplies - Office General $219.99 $219.99

w SUMMUS INDUSTRIES, INC, Suga

|_ . 2 U;-’;gg;g[] 13 wr— 4010 Suppheg : OH:H:EGEnErEI S —————— 511999 e —— 511995}

|_ m’;gg;gmg 4[]2{] Supp“ea_ﬂﬂmputercnnE $1[][][][] $1[][][][]
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