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Mass Reallocate Transactions
You can use this quick reference guide as 
a fast reminder of the basic steps for 
mass reallocating transactions. 

 

1. On the transaction list, select the 
check box for each transation to 
include in the mass reallocation group. 

2. Click the Mass Reallocate button. 

 

3. Select to replace existing allocations 
or leave a portion of each transaction’s 
in place, but add a common allocation. 

 

4. Specify a new accounting code.  

 
5. Add additional allocations, if needed. 

 
6. Specify the percentage for each 

allocation. 

 

7. Specify an accounting code for each 
allocation. 
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8. Click the Save Allocations button. 

 

9. Review the summary and detail 
information and then click Yes, Save 
Allocations. 

 

 
L E A R N  MO R E  
For more detailed 
information, refer to the 
Transaction Management 
web-based training lesson 

and user guide available at: 
https://wbt.access.usbank.com 
Contact your Program Administrator for 
the most current passwords. 
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Note the A icons and the 
Multiple designations. 
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