Transaction Management
Transaction List
Drop Down Box (Put in cycle)
Search

Print Page (Change to landscape)

Select Transaction

Create Order (Top of page)


Fill-in Red (****Mandatory information)

Miscellaneous Comment
Save

Print (only print page 1, click on print @ bottom of page)

Return To Transaction List (Top of page)

*Go Back Trans List and Check Select Next Purchase


Order Management

Match Multiple Orders to Transaction

Left Side   (Unfilled Orders to Match)                                                                    Right Side   (Unmatched Transactions)
Match 2 Sides

Match to Order

Transaction Management

Transaction List (*make sure you are on correct billing cycle)

Approve Statement (Green)


Print
