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Instead of performing step 7, (page 4) of the Allocator Procedure for Allocating Monthly Credit Card Statement(s) do the following: 
 

1. Click on each box located next to each transaction that needs to be split to more than one 16-digit account number.  The 
Allocated to and Description fields as well as the Receipt? box will become white instead of gray for only the transactions 
where you clicked in the box. 

 

Then, Click the Go button. 

Scroll to the bottom of the screen (if necessary). Click on the 
down arrow in the Select Action box and choose View/Allocate.   

 
2. A new screen will appear that only shows 1 transaction (the first from the list on the previous page). 

 
 

3. To split the transaction, click on the down arrow with the 3 little boxes. 
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**If you need to split a 
transaction to more 
than two 16-digit 
account numbers, click 
on the down arrow 
with the 3 little boxes 
again. You would do 
this as many times as 
you need. ** 

 
 

a. Amount field:  Manually change the $ amount in each Amount box to what it should be for each 16 digit account 
number. 

 
b. Allocate to field:  Add the 16 digit account number in the 2nd row by clicking on the blue question mark (?).   

The following box will appear. 
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i. Type the correct number in each field or to look up any part of the account number click on one of the blue 
question marks (?) next to Allocated to field. 

 

ii. Click OK button.  This window will close and you will be brought back to 
the main screen which will now contain the change.   

 
c. Description field: Type a description for each part of the split purchase in each description field.   

 
d. Receipt Field: Click in the box next to Receipt if there is a receipt attached. 

 
 

e. Click Save and Submit button. 

This is an example of what the screen should look 
like when you are finished (in my example  there 
was no receipt attached).   

Make sure you review your transaction before 
you click the Save and Submit button! 
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You will 
automatically 
be brought to 
the next 
transaction to 
split (if you 
chose to split 
more than 1 
transaction).  
Repeat steps 
3a to 3e. 
 
 
      OR 

 
 
 
 

You will be 
returned to 
the main 
screen (if 
you  chose to 
split 1 
transaction). 
 

 
4. Since you have already submitted the split transaction(s) only the non-split transactions will be listed.  

 
5. Follow Allocator Procedure for Allocating Monthly Statement(s) starting with step 7, (page 4) for remaining transactions. 

 
✔Questions about this procedure please email the Controllers’ Office at bmc_creditcard@brynmawr.edu.  In your email please 
make sure to include which page and outline number/letter on this document you have a question about. 
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