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Overview 

Every user in the application belongs to a single group, and multiple groups can be “nested” to form an organizational hierarchy. Each group must include at least one group Manager who typically performs the following tasks:

· Reviews and signs off the transaction 
· If necessary, flags the transaction because it is lacking information another user can provide
Signing Off Transactions

If your organization requires Manager signoff, you will first access the Transactions Requiring Sign Off queue to reconcile a transaction.

Signing off a transaction involves confirming that the information about the transaction is correct, adjusting allocation if needed, and signing off the transaction so that it can continue in the workflow.
If the cardholder has failed to provide enough information or you would like more explanation, you may flag the transaction.

· To approve a transaction

1. Access transactions requiring signoff in one of the following ways:

From the Home page, click Sign Off under Actions Required.
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                               — or —

From the Tasks in the Navigation bar, click Manager/Transactions Requiring Signoff.
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2. Select Split View in preparation for confirming information about the transaction. Split View displays the transactions in the upper section of the screen and details in the lower section of the screen.

3. In the upper section of the screen, click a transaction. The details of the highlighted transaction will display in the lower section of the screen.

4. (Optional) To indicate or edit the tax status of the transaction, on the General tab of the details section select an option from the Tax Status drop:

·  Subject to Use Tax

· Non Taxable Purchase

· Sales Tax Included

If you select Sales Tax Included, enter or edit values in the Taxable Total and Sales Tax Total fields as needed, and then click Save to apply those changes.
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If your organization recognizes tax allocation separately from goods/services, any changes you make to the Taxable Items Total are automatically reflected in the allocation amounts on the Allocation tab.

5. Click the Allocation tab and review the GL Combination. If the items in the transaction are charged to various parts of the organization, multiple allocation lines may be displayed.
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6. To edit a line of allocation, click the checkbox on the line of allocation you wish to edit, and then click [image: image5.png]‘Add | Edit



.

7. In the resulting screen, first enter a number in the box provided if you need to add more lines for allocation.
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8. If you are using Spend Categories and need to edit the type of item being purchased, select the type from the Type menu. (The types in the example below may be different from the types defined for your organization.)
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9. If you need to edit the Description of a line item or add Details about the purchase, do so in the fields provided.

10. Indicate whether you want to allocate by amount or percentage of the purchase for each line item, do so in the Percentage or Amount field provided. 
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11. Either type the GL codes into the segments provided or click the [image: image9.png]


 to select a value for each. segment from the defined list for each segment. Click Save to return to the previous page.
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12. Click Save to save your allocation entries or edits and return to the Allocation tab
13. Click the following remaining tabs to view additional information about the transaction.

· Purchase Detail

· Signoff History

· Vendor Detail

· Vendor Address

14. To sign off the transaction, click [image: image11.png]Sign OFf
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Flagging a Transaction

Flagging a transaction does not prevent you from signing off, but you may want to remove a flag before you sign off. When you flag a transaction, the application copies the transaction to the Flagged Transactions queue for you, the cardholder, and the accountant.
· To flag a transaction

15. Access a transaction in the Transactions Requiring Sign Off queue. See Step 1 above under Signing Off Transactions.

16. Click the General tab in the details section.
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18. Enter a comment in the resulting popup and click OK.
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