Access Online: Reallocate a Transaction Quick Reference

Reallocate a Transaction to a Valid Value

You can use this quick reference guide as
a fast reminder of the basic steps for
reallocating a transaction in Access®
Cnline.
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1. On the transaction list; click the
transaction’s accounting code link.

. Click the Magnifying Glass icon to
select a valid value.
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Enter il or partial segment values, segment value descrplions. ort
chick the "Sesrch” button.

Descripfion:

Dispiay |25} valses per page

Sated a valid value from the resulls st below,

XPENSE

Seiect (MOP2461 OCffice Suppi
e GSLLEE - oen

R Tt G T W L T T e N L T

Regedst-Zof 2

|
|

3. Specify search criteria.
4. Click Search.
5. Click the code's Select link.
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6. Add additional allocations, if needed.
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7. Specify the amount or percentage for
the additional allocations.
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8. Specify the valid value for the
additional aflocations.
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You can afiocale amounts by dollar amount or percentage,
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9. Click the Save Allocations buiton. A
confirmation message displays.
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D Request has basn successtully completed.
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