PROCARD REALLOCATION

Log in to US Bank Access website at: https://access.usbank.com/cpsAppl/USBComServlet

Click on “Transaction Management”
The “Bill Cycle Close Date” should be defaulted to “OPEN”

If it is not, click on the drop down and choose “OPEN?”, then click “SEARCH”
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SINGLE TRANSACTION REALLOCATION

Click on the funding string of the transaction that you want to reallocate.
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The Allocations tab provides the ability to reallocate a transaction by changing the accounting information to
allocate an amountto a different cost center. The reallocation can be to one or to multiple accounting codes.

You can allocate amounts by dollar amount or percentage. Total allocation amounts must equal 100% of the transaction. To allocate to additional accounting codes, click the
After adding, modifying or deleting allocations, click the "Save Allocations™ button to save changes
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Change the funding from the default to where you would like to reallocate the funds and click “Save
Allocations”. If you are using a project or grant, please enter the project/grant number in ALL CAPS.
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The Allocations tab provides the ability to reallocate a transaction by changing the accounting information to
allocate an amountto a different cost center. The reallocation can be to one or to multiple accounting codes

You can allocate amounts by dollar amount or percentage. Total allocation amounts must equal 100% of the transaction. To allocate to additional accounting codes, click the
After adding, modifying or deleting allocations, click the “Save Allocations™ button to save changes
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You will get a message stating that your request was successfully completed.
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Go to the bottom of the screen and click on “Back to Transaction List”

A green reallocated icon will appear next to the transaction that you just reallocated. You can hold your
cursor over this icon and it will display a message “reallocated”.
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MULITPLE TRANSACTION REALLOCATION

Log in to the US Bank Access website the same as above. When you get to the transaction management
section, check the boxes to the left of the transactions that you would like to reallocate.
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Aloc % should be 100%. Change the default funding to the funding that you want to reallocate the
transactions to. The radio button is defaulted to “Replace Existing Allocations”. Then click on “Save
Allocations”.
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After clicking on “Save Allocations”, a screen will appear showing the transactions being reallocated
confirming the changes. Click on “Yes, Save Allocations”.
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