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This guide provides information needed for an approver to manage transactions. Within this
guide, you will learn how to:

e Allocate and Edit a Transaction

e Manage Flags

e Review and sign off on a transaction

Allocate and Edit a Transaction

Procedure:

To allocate and/or edit a transaction, complete the following:

1. Click Expenses > Transactions > Approver. The Pending Sign Off screen displays by
default.

2. Select the tab from which you wish to begin the allocation and/or edit. You can allocate from
the following tabs:

==Pending Sign Off
==Signed Off (single transactions only)
==Flagged (single transactions only)



3. Do you wish to allocate and/or edit a single transaction or allocate multiple transactions?

To..... Then.......
Allocate and/or edit a single
transaction Go to step 4

Allocate multiple transactions

a. Select the check box for each desired
document.

b. Click Mass Allocate. The Mass
Allocate window displays.

c. Enter allocation code in each GL# text
box to identify how the segment will be
allocated.

Note: Select a code for the allocation
pick list.

4. Click the desired Document number. A menu displays.

5. Select Allocate / Edit.

[=] Allocation Purchase Amount: 130.03 Allecation Total: 5.00 3.85% Wariance: 125.03
Value

[T compvallAuth |Amount | Taxes/Goods & Services  GLO1: Company Number  GL02: Responsibility Center GLOz

r xIvix 400 [Tax - 2 £

I x vl ox 1.00 IGuuds&Services vl P 2
< | i
0 Selected | 2 items
[=] Reference & Tax

Reference Personal Tax Status Goods & Services Tax Total Use Tax Shipp
Juo x| |saksTaxncuded x| 112.38 4.00 noo| [11738
[V Adjust Amount
4 | ol
Transaction Detail - 4814 (TELECOMMUNICATION SERVICES)
y

The Allocation Details screen displays.



6. Complete one of the following:

To.....

Click Add. A drop-down menu displays

Add an allocation line

Select the number of allocation lines you wish to add. The new
line(s) are added to Allocation

Go to step 7.

Select the check box beside the desired allocation line you wish
to remove.

Remove an allocation line

Click Remove. The line(s) are removed from Allocation.

Go to step 7.

Select the check box beside the desired allocation line you wish
to duplicate.

Click Duplicate. A drop-down menu displays

Duplicate an allocation line

Select the number of allocation lines you wish to add. The new
line(s) are added to Allocation and contain the allocation
information from the original duplicated line.

Gotostep 7.

No action needed

Gotostep 7.

7. Do you wish to edit an allocation line?

If.....

a. Select an option to allocate by from the Value drop-down
menu, if needed

b. Enter the amount or percentage of the total purchase to be
allocated in the Value text box, if needed.

c. Enter text in the Description text box for the allocation line, if
desired.

d. Enter an allocation code in each GL text box to identify how
the segment will be allocated.

Yes

e. Select an option from the expense Category drop-down menu,
if needed.
Note: To view all Allocation columns, use the scroll bar.

Select the check box beside the desired allocation line you wish
to duplicate.

Click Duplicate. A drop-down menu displays

Select the number of allocation lines you wish to add. The new
line(s) are added to Allocation and contain the allocation
information from the original duplicated line.

f. Repeat steps a — e, as needed.

Go to step 8.

No

Go to step 8.

8. Click Save. The Allocation Details screen displays a confirmation message.

9. Click Close.




Manage Flags

Flags indicate transactions needing attention. Once the transaction is reviewed and action taken,
the flag is removed.

Note: Flagging a transaction does not change its location in the workflow.

Procedure:

To manage flags, complete the following:

1. Click Expenses > Transactions > Approver. The Pending Sign Off screen displays by
default.

2. Select the tab from which you wish to begin and/or remove the flag. You can initiate and/or
remove a flag from the following tabs:

==Pending Sign Off
==Flagged
3. Select the check box for each desired Document. The action buttons become enabled.

4. Click Flag. A drop-down menu displays.
5. Complete one of the following:

To..... Then.......

a. Select Raise Flag. The Confirm Raise Flag screen displays.

b. Enter Comments, if desired.

c. Click OK. The Open screen displays a confirmation message.
Raise a Flag Notes:

== Flagged transactions are identified with an X in the Flagged
column.

== The Flagged By column indicates who flagged the transaction.

This completes the procedure.

b. Enter Comments, if desired.

Select the number of allocation lines you wish to add. The new
line(s) are added to Allocation

c. Click OK. The Open screen displays a confirmation message.

Remove a Flag Notes:

==Removing a flag removes the transaction from the flagged
queues of all parties associated with the transaction.

==The transaction’s Flagged column is cleared.

This completes the procedure.




Review and Sign Off on a Transaction

NOTE: The approver should review the transaction to determine that it is a reasonable,
appropriate, and legitimate transaction for the agency. If you are required to edit the

coding, see the instructions for accountholder.

Procedure:

To review a transaction, complete the following:

1. On the Home Page under Expenses>Transactions>Approver, click on the Pending

link. The Pending Sign Off screen is displayed.

>» | Pending Sign Off
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Document

TXN00374329
TXNO0374359
TXN00374372

Open | ReadytoBsich = Flagged | All

Sign Off Primary Accountholder
none Eharis, Kristy

none Clark, Donald

none Clark, Donald
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11202013 17212013
1202013 1212013
11202013 17212013

2. Click the desired Document number. A menu displays.
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3. Select View Full Details. The Transaction Details screen displays.

Clear Filters Columns ¥

Allocation

AR 3 23030-3902 PO#
AR 3 23060-3020 PO#
AR 3 23060-3020 PO#:



TXN00376087 Source Amount: 34

USD Actions v

Purchase Amount: 34960 Allocation Variance: 000
PostDate: 11/27/2013 Comp | Val| Auth: v 1w v
Vendor Name: ALLEGRA PRINT AND IMAGING Sign Off History: AH

MCC: 5099 (DURABLE GOODS, NOT ELSEWHERE CLASSIFIED)

ATransaction | Allocation & Detail | Dispute | Receipts
Bank Transaction # 24755423331133314577487 Account Nickname: ROXANNE CANTRELL
Purchase ID: 84247 AccountID: 4583
CRI Reference: 84247 Accountholder: Cantrel, Roxanne
Vendor ID:  17-3024172267
Vendor Address: 0K, 74145
=] Comments Add Comment

Select the Allocation & Detail tab.

TXN00376087 Source Amount: 349.60 USD Actions v

Purchase Amount: 349,80 Allocation Variance: 0.00
Post Date: 11/27/2013 Comp | Val | Auth: « 1w 1 v
Vendor Hame: ALLEGRA PRINT AND IMAGING Sign Off History: AH

MCC: 5099 (DURABLE GOODS, NOT ELSEWHERE CLASSIFIED)

LTransaction |} Allocation & Detail ‘ Dispute | Receipts

=] Allocation Purchase Amount: 343.60 Allocation Total: 34360 | 100% Variance: 0.00
ComplVallAuth  Amount Description GLO1: Transaction Code GLOZ: Expense Code GLO3: PO Header GLO4: Purchase Order Category

vivl v 349.60 seating cards AA 323020 3030 PO# 252673 (unspecified)
< | m J 3
1item

=] Reference & Tax

Sales Tax Included 34960 0.00 0.00 74078-5070
Transaction Detail - 5099 (DURABLE GOODS, NOT EL SEWHERE CLASSIFIED)

Read the description entered into the Description field by the accountholder. To the best
of your ability determine if this is a reasonable, authorized, and legitimate transaction for
your agency, and the coding is correct.

In the upper right corner of the Allocation & Detail tab, click on the Actions drop down
menu.

TXN00378551
Purchase Amount: 2175 Allocation Variance: 0.00 Sign OFF
Post Date: 12/09/2013 Comp | Val |Auth: v 1v | 0 Raise Fiag
Vendor Name: ICL TELECON C Sign Off History: AH
MCC: 5989 (DIRCT MARKETING/DIRCT MARKETERS—-NOT
ELSEWHERE CLASSIFIED)
KTransaction | Allocation & Detail | Dispute | Receipts
Bank Tr ion #2489 37 Account Nickname: GLYNNA WORLEY
CRIReference: Account ID: 7411
Vendor ID:  724740000701573 Accountholder: Worley, Glvina
Vendor Address: GA, 31833
(=] Comments Add Comment

Click Sign Off. The Confirm Sign Off screen displays.



Confirm Sign Off 3¢

Sign off 1 transaction(s}.
Comments: |
ox [ conce
rﬁ
8. Click OK.

9. This completes the procedure.



