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The Line of Accounting can be found in

. and . You will use the
the left blue box to access each of these links within Access Online.
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This page shows the accounting code string view in —
. The new accounting code is comprised of three segments:

and

% . Once the value has been selected by the user, they
Cardholder Accounts ) are returnied to the “Cardholder Accounts
s W — s “, Maintain Default Accounting Code” screen with
- the new seledted segment value

Cliert Ralstiofship: - ]
Card Accast Mumber: 6361 John Smith

Maintain defaull 'a::uunl:ing code, then send the requeas!

Product: ?'.;f:‘.‘.a;'r;ng Bank: 3050
Hame:; John 3mith Augpend: nogs
Status: " -0PEMN % Comparmy: 10041

* = required

Segmem Hame (Lenaih)
LINE OF ACCOLUNTING (61) =S0C (4) DCH (FAS LSE OMNLY) {(B)

CE09 87 0100 A0 |1111'I1

QL Search for valid value

Default Accounting Code Comments:

To complete the maintenance, the user
selects “Send Request”

Note: the maxirnurm arnownt of = elS allowed is £ow

| Send Request J

== Back o Summary and Tasks
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This page shows the NEW accounting string view for your Favorites, stored in
. The new accounting code will be comprised of 3 segments:
and

P From “Manage Accounting Code Favorites” the useris
. gble to Add Favonte Lines of Accounting. The user can

) ., séerr:’n for a segment value by selecting the “Spyglass”
Manage Accounting Code Favorites .. lcon mext to the segment they want to add the value to.
Manage Accounting Code Faverites e, e
The Segmeh«t ‘Value Search works the same as outlined in
|E"3‘£§$ﬁ‘£‘&: 70 forg20L, the sljdes for tfie.; Cardholder Account Maintain Default
= J—‘xccoummg Code® Search

You can activate 10 or fewer and creale 25 or fi-wef{aarumﬁ Enter a number of additionai e, .
click the "Add" button 1o add favorites. After adding, mtrﬁn!wng or selecting favorites to delete, click the “Saw.
button to save changes

Accounting Code - Segment Name(Length)
Delete Favorile Name Status LINE OF ACCOUMNTING (51) BOC (4) DCM (FAS USE OHLY) ()

I [LOAFavorite - r| [CE09 87 01001  AQO1 CCCPC

€ Swavch for valid valus

I mi]] Addifonal Favarites
| Save

«« Back to My Personal Information
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This page shows the left-side view of the accounting string in
— . The new accounting code will be comprised of
three segments: and

i Transaction Management ﬁ

| Transaction Detail

Froduct: Perchasing Car
Cwrd Sanoourd Pl rmdsr

f Transaction Summmany

Siatus Tran Date Posting Date  BMerchand CibySiate Aumourd Delail E» Purchase 1D A Recourding Cods

0806 061 CHES COMMUMICATIONS INC CHESTERFIELD, MO $3.21 420000000004 6406 (a* CEDSET 01001 ADDY CCOC PCI0N1 3112345

B pisputad W) B Trans Delail Level 'A% Reallecsied

The user can reallacate the transaction segrment
value by selecting the “Spyglass” lcon next to
the segrment value they want to change

The Segment Value Sesarch works the scame as
autlined in the shdes for the "Cardholder Account
_ Maintain Default Accounting Code” Search

Percent  Prepopulsied SAccosrbing Code Selection | TR b Accowding Code . Segmen Hames 1L snghi
Cul i i Blaan — LM OF SCC U TING 2 1)

[cEos 87 mam

Coard Acc ownd Default Ao countng Code
[ F A TRTE
=2 TIP: The user can salect their "Favorite” to
realiocate the transaction, which requires no
searching on segments for values
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This page shows the right-side view of the accounting string in
— . Cardholders may save a new Accounting

Code to their Favorites by clicking the link.

RFIELD, MO §3.21 B 4T00000000046406 (e  CEOGET 01001 ADD CCC PCI0T13(12345

anging the sccounbng information 1o

ane o b muliple atcounting codes

hon armounts st equal 100% of the fransaction. To allocale 1o addibonal accounting codes, click the “Add” bution
5" buflon B0 sawe changes

ion Source User Las! Changed By, TEST, USDACH

i Rccounting Code Selection Changa it: Acoounting Code - Segment Hame (Length)
u Pl S LINE OF ACCOUMTING (z1) DCH (FAS USE ONLY) i)

[~Change Cument Value- [cEoa 87 01001 AN01 : fd as Favorite

by Accounting Code: | Raf Acely J
itional Alocationis) 1 m

3 amoun! Remaining values
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The Transaction Management — Card Account Summary with
Transaction List screen will list all of your transactions.

= To reallocate and/or approve a transaction, click the Select box on the transaction
line you want to change and then click either the Reallocate or the Approve button.

Please Note:
Only the
current
Billing Cycle
transactions
appear. Use
the arrow to
display other
options.

To see all
your
pending
transactions,
select the
option All.

[ Card Account Summary

Accaunt Number
Arcaunk Narre:

Tobal Trarsackions §
Realigtaled Transackons
% Reallot abed Transacions

1D Cpen Accouat

]

Biling Cycl Close Date: [All X m

A
s o Fimal Appeoved Transactions:  $0000,

4 1 % FinalApproved Transattions: 0.0% 4 0%
Frr o

I+] Search Criteria

[-] Transaction List

Recents -3 613

Chask All Shomm | Urchiadk A8 Shown

Select Stalus  Approval Status
i1

i niin
T Pendin
& Pending

Trans Posting Merchan City'Slate Aamount

ChE ".'E:MHL'MC.‘.T](IL{:J INC CHESTERFIELD,MO §3 E’l.'.
0611 CMS CIJMH'JHC,R.VEINS ING  CHESTERFIELD, MO S}'..l.
I[¥ 0

From Transaction Management
“Transaction List" The user can
reakiocate the transaction by Selecting
the “Accounting Code" Link

Accounting Code

4Z00000000046406  (a* CED9 87 01001 00 COC PCINI0Y

AZ0000000004G406  (a* CE09 87 01001 A001 COC PEI0IN|

AZ00000000046406  (a* CEDS 87 01001 0000 CCC PCIRAAKT 1345

10} Dispuied (A% ReaBocaied (L) (10

Etvaho il St | Krochack A Shown

Recosds -3 013

CMS COMNUMEETIONS INC CHESTERFIELD, MO 4" 107

g

Traes Detail Lavel

Q
Q Q

b b
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This page shows the accounting string.

You can re-allocate a transaction on this screen.

= Click the spy glass next to the Line of Accounting or the BOC segment
lines. Clicking the 'Sp,y glass allows you to search for other valid
accounting codes or BOCs.

| Transaction Management ﬁ

| Transaction Detail

Seitch Produch

Evaich Accounts

Amount Detall €+ Purchase D A Accounting Code

OE/D6 0611 CME COMMUNICATIONS INC CHESTERFIELD, MO “$§.21 n A700000000046406 (a% CEDNG BT 01001 ADDY CCC PCI0N01|

i B pisputed O, B Trans petail Lavel A% Realipeated .‘.. "'The user can reallocate the transaction segment .
| *. ( value by selecting the “Spyglass” lcon next to
the segment value they want to change

. The Segment Value Search works the same as
a1+, Outlined in the slides for the "Cardholder Account
\ ’°.‘I'-.’Iamtaan Default Accounting Code” Search

Aroountey ode - Sogrenl e i py
LINE OF ACCOUNTING & 1)

TIP: The user can select their “Favorite” to
reallocate the transaction, which reguires no
searching on segments for values
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Performing a Search on the segment using the
Search Type: option — searching on a single code value

» To perform a search, from the Allocations tab, the cardholder clicks the
Spyglass next to the LINE OF ACCOUNTING segment to navigate to the
Transaction Detail Search & Select Valid Value screen.

» To search for the Accounting Code, it is suggested that you enter a unique
segment value for your agency, such as the PROGRAM (9) code or JOB (8)
code in the Line of Accounting field. Enter the full or partial segment value in the
LINE OF ACCOUNTING

* You do not need to enter in the trailing space positions if your code value length
IS less than the maximum number of positions allowed

» Note: The Search & Select Valid Value search feature will work the same way
for Cardholder Account Setup & Maintenance Default Account Code and My
Personal Information Accounting Code Favorites (view slides 3 and 4).
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Below is an example of a Search criteria using the option on a single (unique)
code value, such as the Program code. Enter the full or partial value in the
segment. Select Search Type: and click

Search

The “Spyglass” [con will bring the user to the
"Cardholder Accounts Search & Select Valid Value”
SCraen

Cardholder Accounts Ta Search for a Value, the user keys in the value and
SRMGh & Seiee Ve vile Selects Search Type: “Contains” and then Selects the
BT “Search” button

Enter full or partial segment values, segmeni valie descriptions, or leave blank to vie
click the “Search”™ bution

Tip: Search on the part
of the value that is
T unique within the Line of

Search Type: | | Accounting
|£.'l:~n1:ams -

Bisptar [25 %] Vaises per page The list of value(s) that meet

the search critena are avallable

| Search ] for the user to “Select” the
value

Valug |-l\.ﬂﬂ1

Selact a valid value from the results =
Raownds 1 -1 of 1

LINE OF ACCOUNTING Walue Description
Setect | CEOO 87 01001 ADOY CCC PC

Faceids 1 - 1 af 1

o« gtk io Mainlain Defagd Accounting Code
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Upon clicking the button, Access Online will list the value(s) that meet the
search criteria, based on the cardholder’s hierarchy. Click to populate the
segment with the desired accounting value.

Search

The “Spyglass” Icon will bring the user to the
“Cardholder Accounts Search & Select Valid Value”
SCreer

Cardholder Accounts To Search for a Value, the user keys in the value and

TN SRS T Selects Search Type: “Contains” and then Selects the
B “Search” button

|:"I'C.E' Tl.:-"_l:_ll' Dil'll_-r“ segment values, segment valie desonplions, of leave Blank 1o vees
— Tip: Search on the part
- of the value that is
S ique within the Line of
Descriphan Ur‘lquIE WIThin e Line o

Search Type. | | Accounting
E'.rn‘..}lni ‘-]

Display |25 *| Values per page The “'St ':'r '-.I'EIUE'{'E} Thai me |:.-"1.
the search criteria are available
€« for the user to “Select” the
value

Sefec! & valid valug from the results ks
Mecsrdi 1- 1 o4 1

LINE O ﬁ:r_'-u"'li_'lll-HllHl'_i. ‘alue Descripbion
CED2 BT 01001 ADDY C:CC PC

Records 1.1 11

aa Do 0 Sintam L ela counhng L ofs
atk 8o Maintain Default Actoun 1
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Click the button to complete the request.

Once the value has been selected by the user, they

Cardholder Accounts are returned to the “Cardholder Accounts

Maintain Defaul d ; ; ; ;
R aha e counting bede Maintain Default Accounting Code” screen with

[ng;‘*n'j,‘;‘o‘j’,:“;:“:&, e R T i the new selected segment value

Maintain defaull accounting code, then send the requast

Product; Purchazing Bank: 3039

Name:  John 3mith Apent: nogs

Status: ""-0OPEN Compamy: 10041

= required

Segment Hame (Lendgth)
LINE OF ACCOLIMTING {(61) DG (FAS LISE OMNLY) (8)

ICEI]‘EI g7 01001 Al

O, Search for valid value

Detault Accounting Code Comments:

To complete the maintenance, the user
selects “Send Request”

Note: the maximurm armount of = wtlS allowed iS5 20w

F

=< Backto Summans and Tasks
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Click the button to complete the request. The
message will be displayed.

‘Transaction Management ﬁ

I Transaction Detail

Product: Purchawnng Caré Sastoty Prodygots
Card Account Humbssr: =="*******ga81, John Zmith Swslch Acoeunis

Iﬂ Reguest has boon successiully cormplotod ]

Transaction Sumimany

i Status Tran Date Posting Date  Merchant CimySstate Amount Detall €+ Purchase D A Rocounting Code

DB/0E 0611 CME COMMUMNICATIONS INC CHESTERFIELD, MO $3.21 AZ00000000046406 (a* 11 010294603309 0101 [0107]

) pigputea WLV WD Trans Detall Level 'A* Raallocated

e —— B T e
| Esrar 'I =ETmara FEATOT Lng e | O LR T LTS | LN ST
T M1 Msera b proves (ot bty

WSO M B0 pmOunt |

Pesicird Cympopulaied koot Code Selecton Kicoues [ide Segwed Naat L st

a F i
Cupren Name LN OF BCCOUNTING & T 4] G A LSE LY )
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