PROXY RECONCILER

THE SCOPED ACCOUNTANT WILL HAVE MULTIPLE “ACTION ITEMS”

BANK OF AMERICA %7

Works

Action Acting As Current Status
14 Transaction

9 Transaction Pending

PROXY RECONCILIER

Action- CLOSE/SWEEP
Acting As~FACCOUNTANT
Status- OPEN/PENDING

Action- SIGN OFF

Acting As~sACCOUNTHOLDER
YOU WILL NEVER USE THE SWEEP ACTION | Status. PENDING




PROXY RECONCILER ROLE

TO ALLOCATE YOUR TRANSACTION- CLICK “OPEN”"

Accountant 14 Transaction

Accountant 9 Transaction

PENDING SIGN-OFF SCREEN
Select the transaction you need to Allocate, hover to the right to show the ARROW

Pending Sign Off

Advanced Filter
Account ID Sign Off Date Posted Date Purchased Primary Accountholder Purchase Amount
+| Date - (5/10/2022 - 08/18/2022
+| Account - All
+| Purchase Request - All
+| Amount Range - A o0
¥ Dispute Status - All TXNOOO04930 w

+| Account Status - A
+] Allocation Complete - Al L TXNOOGDJ’QSE’ sl
7] Allocation Valid - A Document

+] Allocation Authornized - Al

TXN00004980

Vendor

Allocate / Edit

Select VIEW FULL DETAILS g Sign Off

— > View Full Details

Comp|VallAuth




PROXY RECONCILER ALLOCATION

ALLOCATION & DETAIL

Post Date:  08/0%/2022 Comp|Val]Auth: » v

r Name: ENGINEERING. ARCHITECTURAL CO. Sign Off History: AH
MCC: 38911 (ENGINEERING, ARCHITECTURAL AND SURVEYING)

Transaction Aliocation & Detail ispute Receipts

[=] Allocation Purchase Amount: 33.94

All Values
CompfVallAuth  Amount el Sales Tax Description GLO1: FUND < GLO3: UNIT GL04: SUBUNIT GLO5: OBJECT GLOG&: B5SA

78.07 537 | ENGINEERING,; ARCHITECTURAL CQ. - Purchase 0 11 3640

[=] Reference & Tax

Reference Tax Status Goods & Services Tax Total Uize Tax
Sales Tax Included

[ Adjust Amount

[=] Transaction Detail - 8911 (ENGINEERING, ARCHITECTURAL AND SURVEYING)

All applicable GL Funding codes must be entered, you cannot leave a mandatory field blank, else it will reject in Advantage

MANDATORY FIELDS
FUND- DEPT- UNIT-SUBUNIT- OBJ/BSA
If it is part of a Program this must be completed as well




PROXY RECONCILER JUMP

JUMPING YOUR BACKUP

AFTER FILLING IN YOUR ALLOCATION-FUNDING (DO NOT SIGN OFE/CLOSE)

CLICK ON TRANSACTION TAB

Purchase Amount: 1035

Post Date: 08/15/2022

Vendor Name: LANIER PARKING 21056100
MCC: 7523 (AUTOMOBILE PARKING LOTS AND GARAGES

Transaction Allocation & Detail Dispute

‘ Open your ONBASE UNITY CLIENT
and CLICK IMPORT

O |2 [ O\ 'fE”

L) Query Histony
Home Personal Favorites Custom Retrieval rms  Import  Temp
Page- . Queries i .n-:t l:ﬂ ly Checkouts




PROXY RECONCILER JUMP

JUMPING YOUR BACKUP

DRAG IN YOUR RECEIPT BACKUP
FOR THIS TRANSACTION INTO WHITE SPACE

OnBase (PROD - Finance - MSI)

se Acquire

T Import 53 Previ
Document Type Group

RECEIPT IMAGE AND NAME WILL
<All> . APPEAR
Document Type

OnBase [PROD - Finance - MSI)

File Type

Document Date

8/18/2022 - i '
T Import
A Keywords (x|

[ L:\PCARDS\DEPARTMENT TRANSACTIONS\2022\11-AUGUST 2022\PaymentReceipt.pdf
Document Type Group
<All>

- Document Type

File Type

Your payment of USD $1,017.00 is being processed on &/11/2022 8:12°26 AM for card ending in 4441 and will reflect in your invoice 1is! momentarily

Total Payment Processed UsD $1,017.00

Note: Payments made through LexisNexis® Account Center vall reflect as LexisNexis Payment Cir. with your provider




PROXY RECONCILER JUMP

JUMPING YOUR BACKUP

WORKS TRANSACTION SCREEN YOUR ONBASE SCREEN SHOULD FILL IN THE
ALT-Double Right Click on REQUIRED DOC TYPE AND KEYWORD
BANK TRANSACTION # BANK TRANSACTION # CLICKIMEORT

T Import R L:\PCN{DS\DEP;"\RTI'\!"IEI'\I"I"h

Purchase Amount: 1035 Document Type Group
<All>

Post Date: 08/15/2022 Document Type
Vendor Name: LANIER PARKING 21056100 FINAP - PCARD Dept Backup
. : o File Type

MCC: 7523 (AUTOMOBILE PARKING LOTS AND POF
Document Date
08/18/2022 d Your payment of
Transaction

Allocation & Detai ite
srchasef |l ER R 24034542224001337190853
CRI Reference: P47 Department Number

Vendor ID: £50000010831074 # FINAP - PCARD MIKG
"

DO NOT MODIFY -ADD-TOUCH-EDIT ANY KEYWORDS IN THE ONBASE SCREEN

RETURN TO ALLOCATION & EDIT SAVE & CLOSE

Transaction Allocation & Detail » | == - - I - b

—| Allocation




