P Card Charge Reallocations

The cardholder can click on Reports/My Information/Transaction Search Personal. Choose the
statement period, various dates, or execution range to pull up transactions. Keep in mind, you can
add any other features you would like applied to the search. Click Search.

If a transaction has a red “X” to the right of it, you can click on that “X” icon to code the
transaction. A “Green Checkmark” signifies a completed coding. A “Question Mark” means that
a default code was populated, but the coding needs to be submitted. A red “Exclamation Mark”
in the second column means that the transaction’s coding requires approval. This icon changes
to a green checkmark when the approval is complete.

When you click on the “X” or “?” icon to code a transaction, it will show a screen with your
organization’s segments listed in columns. The example shown has four segments, but your screen
may have between one and eight columns shown here, each with a segment name. When you click
the dropdown box in a field, you will see the Search option. Click on this option to find the code
that you need for this transaction. (You may see segments that do not have dropdown boxes.
These are “Free-form” segments, which should be manually entered.)

The code search screen allows you to search for codes by typing all or part of the code itself, or
the description of the code, or simply leaving the search criteria blank and clicking Search. Click
the upward arrow to use a code. Click the “I” icon to see if a code has an extended description.

Click the right-hand arrow to add it to your favorites list, which will make this code appear in the
drop-down on the main coding screen in the future. (You can search using the wildcard
character “%” anywhere in your search text. For example, “ABC%1” will find any codes starting
with “ABC” and with the number “1” located anywhere within it, for example “ABC00100”.)
When you complete the coding for a transaction, click Save and move on to the next
transaction.

