U.S. Bank 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.
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1. On the transaction list, click the
transaction’s accounting code link.

]/Allucations |/ User Line ltems |/Tax Data |/ Comments Apx

= the ability to reallocate a transaction by changing the acwung
erent cost center. The reallocation can be to one or to multiple ac

v dollar amount or percentage. Total allocation amounts mus’ﬁa
dditional accounting codes, click the "Add" button.
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2. Click the Magnifying Glass icon to

Q Records 1- 4 of 4
Select ABCDE423454234552345  Folders, Manilla
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Search & Select Valid Value
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Enter full or partial segment values, segment value descriptions, or leave b'
clickthe "Search” button.
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Select a valid value from the results list below.
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Value Description

Select ABCDES23452234532345  Folders, Red
Select ABCDEB23453234542345  Folders, Blue
Select ABCDET23454234552345 Folders, Green

SR T L T L

T

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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The Allocations tab pravides the ability to reallocate a fransaction by changing the
allocate an amount to a different cost center. The reallocation can be to one Drt??

You can allocate amounts by dollar amount or percentage. Tatal allacation amaoir
fransaction. To allocate to additional accounting codes, click the "Add” button.

After adding, modifying or deleting allgcations, click the "Save Allocations” buttog’t
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7. Specify the amount or percentage for
the additional allocations.

8. Specify the valid value for the
additional allocations.

9. Click the Save Allocations button. A
confirmation message displays and
the transaction has an A icon.

@) Bequest has been successfully completed. g

Transaction Summary
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Note the A icon and the
Multiple designation.

LEARN MORE

For more detailed

information, refer to the

Transaction Management

web-based training lesson
and user guide available at:

https://lwbt.access.usbank.com

Contact your Program Administrator for
the most current passwords.
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