Splitting Transactions on GCMS

When needing to split transactions in order to allocate the dollar amounts to two or more depti.d.’s, please follow the instructions below.

Select the middle icon on the Transaction Summary screen.
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The Split Detail screen will appear; select the number of splits that you need and click on ADD.

Split Detail
<= Previous Tranzaction @

. Transaction A Transaction HNet Transaction Additional

Approved Exported Posting Date Date Description Amount Amount Information
r r 082412011 08/23/2011 MARKETINGPROFS.COM 08665579625, CA -50004 455.00 459.00
Splt: Bl Add |
Split By: _ Split and Balance To: | Total Transaction Amount v|
Description Percent Amount
Thig tranzaction does not have any =splitz defined.
Totals:

Enter your designated amounts for each split and click SAVE.

Split Detail
=« Previous Tranzaction @
. Transaction - Transaction MNet Transaction Additional
Approved Exported Posting Date Date Description e — S Information
r r 082412011 082372011 MARKETINGPROFS.COM 08665579625, CA -50004 455.00 459.00
Split: | Add |
Select All | Deselect All Expand All | Collapse All Split By: Split and Balance To: | Total Transaction Amaount v|
Description Percent Amount

r Split - Subsoription-Nangy Kent 50.00 248.50
r Split - Subsoription-Nangy Kent 50.00 248.50
Totals: 100.00 489.00




Click on Expand All to view all of the custom fields.

Financial Detail Sglit Detail

<= Previous Transaction Save
= Transaction s T i Net Ti i i
Approved Exported Posting Date Description . i
08242011 08/23/2011 MARKETINGPROFS.COM 08865579625, CA -50004 499,00 499,00




Click Edit Accounting Codes to complete the data entry for the custom fields.

Split Detail
== Previous Tranzaction @
. Transaction pa— Transaction Net Transaction Additional
Approved Exported Posting Date Date Description Amount Amount Information
r r 08/24/2011 08/23/2011 MARKETINGPROFS.COM 08865579625, CA -30004 489.00 493.00

Select All | Deselect All

=

-

Description
':g Split - Subsoription-Jane Dos
ACCOUNTING CODES INFORMATION

Business Unit Dept L.D. (please verify)

NT752 62020
Comments A Comments B

REQ# 115241

':%) Split - Subscription-Jane Doe
ACCOUNTING CODES INFORMATION

Business Unit Dept L.D. (please verify)

NT752 62020
Comments A Comments B

REQ# 115241

Totals:
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Description of tems
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SUBSCRIPTION - 500402

Description of tems
Purchased

SUBSCRIPTION - 500402

499.00

Split By: Amount W

Vendor Status Check >$5007

Edit Accounting Codes

Vendor Status Check >$5007

Edit Accounting Codes

Split:

Zm

Split and Balance To: | Total Transaction Amount |w




Click SAVE.
Return to the Transaction Summary screen.

Your transaction should be split into two or more different amounts.
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SEARCH RESULTS Search Total: 13,026.76
Detail Approved Posting Date Transaction Date Description % In?fr‘m;?ilﬂ
ul =21 )] - 08M 02011 08092011 ggkﬂ-léil;‘BPéEﬁiT?N S 7,005.00
ul =l ® r 08M10/2011 08/09/2011 ;Elzii'ff;lcﬂip’c‘g; - 413.00
ul =2} ) - 081072011 08092011 ;:EB';"Z‘;'E‘;;R %’:‘p%?,};'; 7 53.00
ul =] ® r 081172011 081012011 ?";g "ZEngcBZ’;SEiTB’E'G‘t;O;% 160.00
ul =2} ) - 081172011 081072011 ;‘;%I‘Zigzﬂi;;sgijiﬁlﬂ_t?cgécﬂ 160.00
ul e ® r 08122011 08112011 gilﬁl_nEErhT g’é’gﬂ? ‘gf“:;gl | 627,64
ul =2} ()] - 08162011 081572011 Eg:ég“; 122.R|E S 21731
ul =] ® r 081712011 081712011 gcp GLQTZPIEE'?ELQE ?;fciiu 5 200.00
ul =] ® r 08182011 081772011 551522’:“33342 TR 150.00
1.1 =21 r 082472011 082372011 MARKETINGPROFS.COM 455.00

08865579625, CA -30004
Split 1: Split - Subscription-Jane Doe 249.50
Split 2: Split - Subscription-Jane Doe 249.50
Search Total: 13,026.76
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