Allocator Procedure for Splitting Purchases

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

e - a1.38 0.00 100 Auto Allocated
2

—3.

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.
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# — Status Cardholder Name Supplier Name Allocated to Allocated by

o Card Account No. Transaction Amount Description® Reviewed by

Trans Date = Tax and Tax Source
Posting Date cardholder Tax

1 r o GARDMER, MARY ELLEN W .B. MASON CO INC 11517011111 Auta Allocatsd
MEME MMM MKKE 7973 25,98
101472008 Auto Allocated
10/15/2008
Receiptr T
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.| E——a—r—j’_ Scroll to the bottom of the screen (if necessary). Click on the
< X down arrow in the Select Action box and choose View/Allocate.
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Save

*=required

eserved.

Then, Click the Go button.

Done wis.informationmanagement.visa,com "}

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

Cardholder: GARDMER, MART ELLEN - RXxXX X¥kX XXMX 7973 o ¥iew additional detail
Cardhalder 10 HHRHAEHHEH R KRR HRT DTS

Supplier Mame: WB. MASON CO INC

Supplier Order No oooooooooooo

mce 5943 STATIOMERY STORES

Customer Code (CRIM: 00000000000000000

Transaction Type Cade: 10 Purchase Transaction Date: 1zs05/z008
Transaction Amount: <41.38 USD Posting Date: 12/08/2008
Saurce Amount: 41.38 USD Allacated by: Auta allocated
Sales Tax (POS): Receipt:

Cardholder Pravided Tax: Last Updated 1z/08/2008
Met Armount : a1.38

Alloecation Status: Allocated

Allocate the: [Transactions =1
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Options e T
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1|s1i701l01310]99923] Unrestricted|Office Supplies|Cont

Total Amount allocated: 41.38 Total Tax allocated: 0.00 Total % Allocated: 100

#*=required

1 of 2 selected transactions <

2002 - 2000 visa. All rights reserved
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To split the transaction, click on the down arrow with the 3 little boxes.
1



Allocator Procedure for Splitting Purchases
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Transaction Details

**|f 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. **

Cardholder: GARDMER, MARY ELLEN - RKRHRE HRRXR KRRK 7973 q ¥iew additional detail
Cardholder 1D: HRRRREEH R LR R R AR RTIT S
supplisr Narms: WoB, MASON GO ING,
Supplier Order No: 000000000000
McC: 5943 STATIONERT STORES
Custorsr Code (GRI): 00000000000000000
Transsction Type Code: 10 Purchsss Transaction Date: 12/05/2008
Transaction Ameount: 41,38 USD Fosting Date: 1z/08/2008
Source Amount: 41.38 USD Allocsted by: Auto Allocated
Sales Tax (POS): Receipt:
Cardholder Provided Tax: | | Last Updated: 12/09/2008
Het Amount 41.38
ioa Siatucs T
hilocate the: [Transactions =
hilocations | unsiiscats |
bp tions Amount Tax Percent  Description™
Allocate to (Use the | to sep: ing codes )
v y -ios e Allocatod ]
1]51701]01310]99999] | | ? [Unrestricted|Office Supplies|Cont
= = 0.00 [ — ]
> <
I |7 %
Total ambunt Allocated: 41.38 Totsl Tax Allocated: 0.00 Total % Allocated: 100
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1 of 2 selected transactions

2002 - 2009 visa. All rights reserved.

Done

vis.informationmanagement visa.com |}

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 2™ row by clicking on the blue question mark (?)

The following box will appear.

3 Accounting Code Segments - Mozilla Firefox -1O] x|

H‘.' - H hktps: ) ivis.informationmanagement  visa, comWISWebMvalidateacs, ackion
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Accounting Code Segment Allocate To

Funds | | ? o
Account Codes | | ? o
Departrnents | | ? o«
Projects | | ? o

*=required

Mote: Card accounts may be restricted to a specific set of accounting codes for allocation. ¥You rmay not be able
to edit some Accounting Code Segments, Contact your adrministrator for further assistance.
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| Done
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| Dane | wvis.informationmanagement. visa.com |}
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.
%3 Allocate a Transaction - Mozilla Firefox

Allocator Procedure for Splitting Purchases

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.

3 Accounting Code Segments - Mozilla Firefox —1O] =]

h‘.. - ﬂ https: [ vis.informationmanagement ., visa, comfWISWebfvalidateacs, ackion ‘i:'_':_?
Accounting Code Segment Allocate To /
Funds 1 ? 5%
Account Codes S2300 7o
Departments oiz1i0 ? o
Prajects 99999 7o

*=required

Mote: Card accounts may be restricted to a specific set of accounting codes for allocation. vou may not be able
to edit some Accounting Code Segments. Contact your administrator for further assistance.

ii. Click OK button. This window will close and you will be brought back to

the main screen which will now contain the change.

| |

i3

— =] x|

File Edt View Hitory Bookmarks Tools Help
- (ar | A hetnsipvis informationmanagement. visa comiviswebicostallacedt, action?made—ADDEspltsize=1 7y - || [[§-]s0ode
(5] most visited P Getting Started - Latest Headlines

mywebsearch - |

|2 search |v| [E] MyFuncards  “7) Smiley Central (M| Scresnsawers P Cursor Mania

[~ wist other services - =

Visa Information Source

VIS.

Home | My Profile | Logout

Home | Inbox | Data Analysis | Cost Allocation | | My settings | Help

Allocate a Transaction

Transaction Details
<ardholder:
<ardholder ID:
Supplier Name:
Supplier Order Mo
MCC:

Custormer Code (CRI):
Transaction Type Code:
Transaction Amount
Source Amount:

Sales Tax (POS):
Cardholder Provided Tax:
Net Amount :

Allocation Status:
Allocate the

GARDMER, MARY ELLEN - KXXX KRXX XxKX 7973

NN MR R R N T RT B
W.B, MASON CO INC,

000000000000
5543 STATIONERT STORES
00000000000000000
10 Purchase Transaction Date 12/05/2008
41.38 USD Posting Date 12/08/2008
41.38 USD allocated by Auto Allocated
Receipt: r <
Last Updated: 12/08/2008
41.38
allocated

Transactions ~

o ¥iew additional detail

Allocations
Options Amount Tax Percent Description*
Allocate to (Use the | T codes )
z1.38 0.00 51.67 pen,pencils,binders, black clips —
1|51701|01310/999359(] ? Unrestricted | Office &_
= z0.00) 0.00 48.33) printer cartridge for Ricoh 3025

1/51728101310]99899]|

? |unrestricted|Copier Supplies|Can

Taotal Amount Allocated: 41.38

*=required

A

Total Tax Allocated: 0.00

1 of 2 selected transactions

2002 - 2008 Visa. All rights reserved.

Taotal % Allocated: 100

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

Done

e.

Click Save and Submit button.

you click the Save and Submit button!
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Allocator Procedure for Splitting Purchases

You will
automatically
be brought to
the next
transaction to
split (if you
chose to split
more than 1
transaction).
Repeat steps

3ato 3e.

OR

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

5.
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Supplier Order No.: 000000000000
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Sales Tax (POS): Receipt:
Cardhelder Provided Tax: Last Updated: iz/10/2008
Net Amount ; 0.99
Allocation Status: Allocated
Allocate the: Transactions =
Allocations
Options Amount Percent  Description™
Allocate to (Use the | chavacter to separate accounting codas )
5. 0.99 0.00 100 Auto allocated
1]51701]01310[99999]] ? Unrestricted| Office Supplies|Cont
‘ Total Amount Allocated: 0.99 Total Tax Allecated: 0.00 Tetal % Allocated: 100
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Card Account: RN KHNR HREN FATE

5 ** a=allocated , Af=hllocated and Approved , E=Extracted , N=New , P=Pending , R=Rejected , S=Saved , U=Unallacated

Company
Cycle:

Allocated by

# [~ Status Cardholder Name Supplier Name Allocated to
D Card Account No. Transaction Amount Description™ Reviewed by

T Tax and Tax Source
Posting Date cCardholder Tax

ER A GARDNER, MARY ELLEN W .B. MASON CO INC.  [1[51701(]| Auta Allocated
HRNH RKHR RRRR 7973 25.98
T Auto Allocated
10/15/2008
Receipt? [
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Printer Friendly

2002 - 2009 Viga. Al rights regerved.

Done

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

wis informationmanagement. visa.com

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

v 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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