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e Welcome to Access Online!

Flease enter the information below and login to begin.

Crganization Short Mame:

User ID

Passwaord:

Login

Forgot vour password?

Reaister Online

Website/Browser Requirements
Done & Tnternet sy v Hio0%n -
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Organization Short Name:

User ID: DXXXXXXXX

Password:

Note — This is a one- time use password. You will be asked to reset your password.
Note — The system may ask you an Authentication Question.

Question: Favorite Sports Team?

Answer: 49ers
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Lo ar Do M cIen Message(s) from Access Online Language Selection
Account Information

Reporting American English J&

My Personal Information

Welcome to Access Online! Stretch vour program limits and streamline payment processes with Access
Cnline, our innovative program management and reparting tool. This web-enabled tool offers a feature-rich
Home platform that can be easily configured and deployed to meet your unique needs. Access your payment
Contact Us solutions anytime, anywhere with Access Online.

Account Activity
Select an Account

Bienvenue sur Access Online! Repoussezles limites de votre programme et simplifiez les processus de
paiement avec Access Online, notre outil novateur d'établissement de rapponts et de gestion de programme.
Cet outil Internet offre une plate-farme riche en fenctionnalités qui peut &tre aisément configurée et déployée
pour répondre & vos hesoins particuliers. Accédez & vos solutions de paiement en touttemps, ol que vous
soyez, avec Access Online.

0 Internet

Please select : Transaction Management
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Sy Transaction Management
Account Information = 2
sy Transaction List
My Personal Information View, review, allocate/reallocate and add comments to
transaction information
Home View Previous Cucle
Contact Us Presents the Transaction list for the previous
cycle.
View Pending Transactions
Presents the pending transactions list.
Done & Internet sy v Hio0%n -

Then select : Transaction List
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Reporting
My Personal Information A5H o .
Home
Contact Us [-] Card Account Summary
Account Mumber: (o] ..2438
Account Mame: FINAMCE AMD ACCT
Billing Cycle Close Date: | Open b
@® Cpen Account
09/20/2011
- om0l
[+] Search Criteria |gs/02/9011 Bsturn io top
0710212011
[-] Transaction List 06/02/2011 Return to top
05/02/2011
Records 1 -5 of 5
Chedk All Shown | Unchedk All Shown
Select Status Approval Status Trans Merchant City/State Amount
Date
.} Pending 10/27 10/28  STAPLS7078975085000001 800-3333330,NJ $71.98 a 00000
F Pending 1027 10027 AMNUAL MEMBERSHIP FEE £10.00 1
F Pending 1018 10720 STAFLS7078656073000001 800-3333330, MNJ 316777 an 00000
F Pending 10M4  10M7 JENSEN'S PALMSPRING PALM SPRINGS, CA $90.81 an 13904
F Pending 1013 1014 STAFLS70784995340000001 800-3333330, M) $188.59 an 00000
(D) Disputed (A¥ Resllocsted () (M) Trans Detsil Level b
< | >
Dane 0 Internet - ®100% v

Select the date from the Billing Cycle Close Date : 09/30/11
Then click Search.
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Account Mumber: © 240 =
Account Mame: FINANCE AMND ACCT B

Billing Cycle Close Date: 09/30/2011 % Search Print Account Activity

[+] Search Criteria Return to too

[-] Transaction List Return to top

rds 1 -4 of 4

Chedk All Shown | Uncheds All Shown

Select Status Approval Status Trans Posting Merchant City/State Amount Detail Purchase ID
Date Date
4| Final Approved  09/28  09/29 STAPLSYO779684687000001 800-3333330,MNJ  583.88 a 00000000000000000 G & -
F Final Approved  09/27 09/28  STAPLS7077914320000001 800-3333330,NJ 54213 a 00000000000000000 8
.| Final Approved 0916 0919 STAPLSY077620118000001 800-3333330,NJ  599.45 a 00000000000000000 a8 -
¥ Final Approved  09/07 09/08  STAPLS7076575519000001 800-3333330,NJ §129.89 (O] 00000000000000000 G* & -

@ Disputed (A% Resllocsted @ @ Trans Detsil Level 3 Resllocstion Lodied

Cheds All Shown | Uncheds All Shown

Records 1-4 of 4

Reallocate Mass Reallocate m

TEES (@m. [ 16w

In order to reconcile or reallocate your transactions, you have to select the box next to the transaction.

To select all the boxes please click on Check All Shown.

Then click on Reallocate
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eallocation Worksheet

ard Account Humber: ===, 2488, FINANCE AND ACCT

eallocate transactions by changing the accounting information to allecate the amountto a different cost
nter. To allocate to additional accounting codes, click the "Add Alloc” link.

ter modifying the allocations, click the "Save Allocations” button to save changes. Exclude transactions frem
e save by selecting "Remove Transaction(s)” checkboxes and opticnally clicking the
emove Transaction(s)” button.

= required
Remove Trans Date Merchant Alloc % Accounting Code - Segment Name (Length)
Trans FUND (3) FUNCTION (2) DEPARTMENT (5) OBJECT CODES (5)
L} 102712011 STAPLS7078975085000001  571.98 Add Alloc 110 *Q 50 *Q 60100 =Q 63830 Q
Fl 102712011 ANNUAL MEMBERSHIP FEE  $10.00 Add Alloc 110 =CGE 50 = 60100 =Q Q
L} 10M9/2011  STAPLS7078656073000001 $167.77 Add Alloc 110 *Q 50 *Q 60100 =Q 63830 Q
F 10M14/2011  JENSEN'S PALMSPRING $90.81 Add Alloc 110 =G0 50 S, 60100 =Q 53830 Q@
L} 10M13/2011  STAFLS7078499840000001 3188.59 Add Alloc 110 *Q 50 ~Q 60100 = 63830 Q
| Search
Remove Trans ke
] | >
Done Loe E 00 v

Then change the GL Account Number as needed and
click Save Allocations
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After you have saved your allocations, you will have to send it to your approval to
approve the transactions.

Please click on Approve. (This action will send your transactions to your approval)

Please click on Print Account Activity to have your Cardholder Activity sheet.

Then attach all the original receipts to your CA sheet, sign and forward it to your
approval.



