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Bank Statement
I Transaction T Billing

EmpllD  |Employee Name "’r:er Card Number Trans Date |Merchant =
1 1015450 Metzler,Lana PNC 0709 1012512010 SJANILIM Staged - 114.00 USD > 5} walia valid Yes
PRODUCTS
e b vali i Yes
2 [] 1015450 Metzler,Lana PMNC 0709 10/2542010 ACCGESSIBLE LIV Staged - 100.00 USD O ’:“‘: Walid Valid Yes
T i & vali i Yes
3 [] 1015450 Metzler,Lana PMNC 0709 HOPSP0I0H e s e Staged - 100.00 USD > Gz walid walid Yes
e 4 vali i Yes
4 [] 1015450 Metzler,Lana PMNC 0708 ENCSP0I0 fes s =S Staged - 100.00 USD & ER valid walid Yes
e | Staged | S vali i Yes
5 [] 1015450 Metzler,Lana PNC 0709 s R SRR Staged ~ 150.00 USD > B2 walid valid Yes
Eiag |Staged | Yes
6 [] 1015450 Metzler,Lana PMC 0709 HOESP008 oo - S Staged ~ 150.00 USD ] valid walid Yes
7 [ 1015450 Metzler,Lana PMNC 0709 10/25/2010 HENRY SCHEIM Staged et 993.99 USD - % Valid Valid Yes
8 [] 1015450 Metzler,Lana PMNC 0708 10/25/2010 HEMNRY SCHEIN Staged - 80040 USD (o] walid walid Yas
9 [] 1015450 Metzler,Lana PMC 0709 10/25/2010 HEMRY SCHEIM Staged ~ 2,202.03 USD L] walid walid Yes
selectan L clear an Approve |
ISearch Purchase Details Split Line Distribution Template
B save I [=] Motify I *¥s Refresh |
b
< 1] I 2

If you are not going to reallocate the first transaction be sure to remove the check mark. Select the transaction(s) you

are going to reallocate or approve. If you are reallocating a transaction click on Distribution Icon
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Account Distribution

Line: 1 PO Qty: 1.0000 uom: EA
Billing Date: 11/26/2010 Billing Amount: UsSD 114.00 unit Price: 114.00000

R — e o :
SpeedChart: = AT e, Distribute by:

Price
Distributions
I chartneias T Detassrax Y asset nrormation T

Dist | Percent Amount Currency |[*GL Unit

1 [ 100.0000 114.00 USD

oK |  cancel | refresn |

(&
v

The Account Distribution page will open for you to enter new speed type and account code. -

Refrezh |

Once you enter the information you are changing be sure and click on the button.

0K

Then click the -
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Lt Izssuer Amount selliein
PNC  swssssssasas LUAMTLIM
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Customize | Find | Wiew All | & First 1% 1.8 of 19 [ }] Last

= & vai | t
1 1015450 Metzler,Lana 0709 10/25/2010 PRODUCTS Staged “ 114.00 USD Q 3 Valid Walid et
— e & Vali | ‘
2 [ 1015450 Metzler,Lana PMC 0709 10/25/2010 ACCESSIBLE LIV Staged v 100.00 USD < B valid Walid Yes !
e et i vali | ‘
3 [ 1015450 MetzlerLana PNC 0709 10/25/2010 ACCESSIBLE LIV Staged v 100.00 USD ¢ [ valid Valid Ye:
e e & vai | c
4 [] 1015450 Metzler,Lana PMC 0709 10/25/2010 ACCESSIBLE LIV Staged A4 100.00 USD Q =% Valid Walid Yoe:
o e & Vali i :
5 [0 1015450 Metzler,Lana PMNC 0709 10/25/2010 ACCESSIBLE LIV Staged v 150.00 USD O [ valid Valid Yeu
T = & vali | ‘
6 [] 1015450 MetzlerLana PNC 0709 10/25/2010 ACCESSIBLE LIV Staged v 150.00 USD ¢ & valid Walid Ye:
7 [ 1015450 Metzler,Lana 1 L et i § T 10/25/2010 HENRY SCHEIN Staged w 993.95 USD Q %‘i Walid Walid Ye:
& [] 1015450 Metzler,Lana Bhic: s yn 10/25/2010 HENRY SCHEIN Staged w 80040 USD Q %‘i Valid Walid Ye:
9 [ 1015450 Metzler,Lana PMC  *==0709 10i25/2010 HENRY SCHEIN Staged v 280203 USD Q %‘; Walid Walid E_
selectAll O Clearal Approve |
Search  Purchase Details SolitLine  Distribution Temolate ] !
>

If you are the Reconciler you will click on Verity |

| Approve I

Bl save |

If reallocated the budget status will be updated to Not Checked upon SAVE.

Click on -

Then click on -

The Budget Validation process will initiate at regular intervals. Upon completion of each batch the transactions having a
budget status of not checked will be updated. There is no further action required unless you are contacted by a member
of the procurement card staff.

The only change from your current procedure is you no longer see or need the VALIDATE BUDGET option.





