Transaction Review

To review your transactions you will use the menu option Transactions
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Under transactions click Manage. This will take you to the Transaction List Screen.
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Click the Advance link and change the Data Range for results that are greater than 30 days
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The Transaction List screen displays transactions which have posted to your account.
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To see only the items that you need to review click the drop down menu and select Waiting for My Review-
last 60 days

From the Transaction List, you can click on a transaction to view the transaction details.




By selecting a transaction, the Transaction Detail screen is populated.

|s-vo|LAddUn-J | Disput ]

Settlement Method Commercial Card
Transaction Type Purchase
ACGW"QNUMW lll.lllll.l-7§§§
Transaction Date 11/20/13
Post Date 11/21/13
MCC 59432
Merchant QFFICEMAX CT*IN®#375610
877-969-6629, 1L, US
Original Merchant OFFICEMAX CT*IN®#375610
Parent Merchant OFFICEMAX CT*IN®375610
Exported
Customer Code 717
Micro Reference 05436843325000098572690
Authorization Number 050105
Transaction ID 1209128888001

Original Currency USD
Original Amount $67.05

et oo | e Ry Y=Yy

Approval Status

New
Reviewed vl
Accounting Codes
Chart of Accounts IUNLV COA|V
* Fund 1111
* Agency 222
* Orgn 3333
Sorg
* Obj 30
* Sobj 12

Transaction Custom Fields

Transaction Notes

JM / Office Supplies Copy paper, Big pens, 2 printer
cartridges for 3050 HP printer

Tax $0.00
Settlement Currency USD
Total $67.05
2916 characters remaining.
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Settlement Method Commercial Card

Transaction Type Purchase
Account Number "ttt sensssey8c8
Transaction Date 11/20/13
Post Date 11/21/13
MCC 5343 /

Merchant QFFICEMAX CT*IN#375610
877-969-6629, IL, US
Original Merchant OFFICEMAX CT*IN#375610
Parent Merchant OFFICEMAX CT*IN#375610
Exported
Customer Code 717
Micro Reference 054368433250000985726
Authorization Number 050105

Transaction ID 1209128888001

Original Currency USD
Original Amount $67.05
Tax $0.00
Settlement Currency USD
Total $67.05

The left side of the screen contains the purchase
information like:

e Transaction date

//'

Merchant
The Amount of the purchase




The Right Side is where you will populate the account information and descriptions.

Approval Status

Reviewed

Accounting Codes

Chart of Accounts IUNL\-’ COA| v

<

* Fund 1111
* Agency 222
* Orgn 3333
Sorg

* Obj 30

* Sobj 12

TEMAR \

Transaction Custom Fields

Transaction Notes

[T\

JM / Office Supplies Copy paper, Big pens, 2 printer

cartridges for 3050 HP printer.|

|

2916 characters remaining.

Mark the transaction as reviewed.

Fill in the Fund

Fill in the Agency

Fill in the Orgn
Leave the Sorg Blank
Fill in the Obj

Fill in the Sobj

Enter a detailed description of what was purchased.

Note: The transaction notes are required and will show up
on your Statement of Account.
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Settlement Method Commercial Card
Transaction Type Purchase
Number ***s=sssssssrocs
Transaction Date 11/20/13
Post Date 11/21/13
MCC 5943
b OFFICEMAX CT*[N#375610
877-969-6629, IL, US
Original Merchant OFFICEMAX CT*IN#375610
Parent Merchant OFFICEMAX CT*IN#375610

Exported

Customer Code 717
Micro Reference 05436843325000098572650

Authorization Number 050105

Transaction ID 1209128888001

Original Currency USD
Original Amount $67.05
Tax $0.00

Settlement Currency USD

Total $67.05

Approval Status

e Click Save

From here you can go to the
next transaction by clicking

Next.

New
Reviewed v
Accounting Codes :
Chart of Accounts  [UNLV COA v
* Fund 1111
* Agency 222
* Orgn 3333
Sorg
* Obj 30
* Sobj 12

Transaction Custom Fields

Transaction Notes

)M 7 Office Supplies Copy paper, Bic pens, 2 printer
cartridges for 3050 HP printer.

2916 characters remaining.

1 of 582 faxt> 2!
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Distributing your transaction across multiple account lines

[Save] [ Add unes | [ Dispute |

Settlement Method Commarcial Card Approval Status ~
Transaction Type Purchase
Account Number Raviewsd 7

Transaction Date 11/20/13

Post Date 11/21/13 Accounting Codes -
MCC 5543 Chart of Accounts  |UNLY COA v
Merchant QEFICEN 2 * Fund 1111 |
877-969-6629, IL. US * Agency 222 ]

e Click on Add Lines

General Information [REELUENT LY

I ] id ] [ J[‘Enwﬂa‘bms J :‘;"@:‘ [_c_'._"‘_‘_‘i_}

Settlement Method Commercial Card Approval Status

Transaction Type Purchase
- - ¢ esccscscccccnaca Reviewed

General Information I § I:Em

ISQV.I[ Remove Lines | | Dispute |

Settlement Method Commercial Card Approval Status
Transaction Type Purchase
A t Number *****sssssss 7868 Reviewed

Transaction Date 11/20/13
Post Date 11/21/13
MCC 5943 Transaction Notes

e Enter the number of

account lines
e Click Add

Merchant OFFICEMAX CT¥IN®375610
877-969-6629, IL, US
Original Merchant
Parent Merchant OFFICEMAX CT*IN#375610

Exported

Customer Code 717 3000 characters maximum
Micro Reference 05436843325000098572690
Authorization Number 050105
Transaction ID 1209128888001

Original Currency USD
Original Amount $67.05
Tax $0.00
Settlement Currency USD
Total $67.05

V] Line Item Level Accounting

o . # of Unit Unit Pri

1 |Commercial Card Purchase | |1.00 | |23.53 |
m Description # of Units Unit Price

2 ICommv:-nl Card Purchase ] ILOO ] [33,52 ]

Line Totals
100% $ 67.05

T

% Total
33.53(@)]

® Total
3555 | 33.52(@][+]

1 of 524 Next> >|

-

Your multiple lines will now appear at the bottom of the screen.

To access the accounting information click on the item number.



Original Amount $67.05
Tax $0.00
Settlement Currency USD
Total $67.05

[v] Line Item Level Accounting

Sem

Description
,7 IComm.r:ial Card Purchase |

Line Totals
100% $ 67.05

Accounting Codes

Chart of [_:]
ot UNLV COA | v

NSN————

* Fund 2202
* Agency 202

* Orgn 0253 Transaction Custom Fields

Sorg

* ob

* Sobj

{tem Description # of Units Unit Price Iaxable % Total

}  [Commercial Card Purchase ] [to0 ] G332 ] [0 [e5:95 ] 33.32(@][+]

3

1 of 582 Next> >|

==y =y
\/

Z Line Item Level Accounting

Ling Yotals
100% $ 67.05

# of Units

Transaction Custom Fields

tem Description
[commercial Card Purchase
\ccounting Codes
¥ Fund 1111
* Agency 222
 Orgn 3333
sorg [
- Obj [3_0
* Sobj [x2

tem Description

# of Units Unit Price

5
[Commercial Card Purchase

Transaction Custom Fields

\ccounting Codes
Chart of |—j
Accounts UNLV COA| v

* Fund 2222

" Agency 333

“ Orgn 1111

jorg

* Obj 30

* Sobj 12

Unit Price Taxable %  Total
| [1.00 | [45.00 [ [e7.12 4s.nﬂ@

Total

9
| [1.00 ] [22.05 <] [32.89 ]22.0:

The system will automatically
split the amount between the
number of lines you choose.

You can adjust the allocation
based on any combination of:
# of units, unit price or
percentage.

———Once you change the first
line the system will
automatically calculate the
/

remaining amount for the
next line.

Enter the Fund, Agency,
Orgn, Obj and Sobj for each
account line.

General Information || «

[save] [ Remove Lines | [Dispute ]

Settlement Method Commercial Card
Transaction Type Purchase
Account Number
Transaction Date 11/20/13

Post Date 11/21/13
MCC 5943
h OFFICEMAX CT"[N®375610
877-969-6629, 1L, US
Original Merchant
Parent Merchant OFFICEMAX CT*IN#375610
Exported
Customer Code 717
Micro 05436843, 2690

Authorization Number 050105
Transaction ID 1209128888001

Original Currency USD
Original Amount $67.05
Tax $0.00
Settlement Currency USD
Total $67.05

V| Line Item Level Accounting

Lism Descriotion
1 [Commercial Card Purchase
Accounting Codes

Chart of [onv coal<]
Accounts UNLV COA v

* Fund 2212
* Agency 222
* Orgn 3333

ey

Approval Status Now
Reviewed O

Transaction Notes
IM > Office Supplies Copy Paper, Bic Pens, Printer
cartridges for 3050 printer.

2921 characters remaining.

100% $ 67.05

1.00 [35.00 [ [e711 ] 4s.00[@]

Transaction Custom Fields

Click reviewed.

The description will only have to be entered once.

Remember to Click Save.



