Reconciling Declining Balance Card Transactions when
splitting accounting

e InWellsOne, click the Expenses tab
e Selectthe transaction you need to reconcile
e The screen will look similar to the following:
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e When needing to split the transaction and charge multiple index numbers, click the
split button
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A screen similar to the following will appear
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‘ Description is required.
The transaction can be split evenly or with specific amounts
toggle off the split evenly button
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Click Split at the bottom of the screen

. If specific amounts,



A screen similar to the following will appear
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In the first split, the following coding must be completed

o

Is it Research or Study Abroad

Research will enable your 54 index numbers
Study Abroad will enable your study abroad index numbers



= NOT will enable your departmental index numbers
Index number
Research/Study Abroad Split 2
= Research will enable your 54 index humbers
= Study Abroad will enable your study abroad index numbers
= NOT will enable your departmental index numbers
Enter 2" Index number
Continue for however many splits are required
GL Code
o Business Purpose - Please be as specific as possible

o O O

The remaining split portions of the transaction need to have only the following
completed
o IsitResearch or Study Abroad
= Research will enable your 54 index numbers
= Study Abroad will enable your study abroad index numbers
= NOT will enable your departmental index numbers
o Indexnumber
Detailed receipts are required for all transaction amounts, please attached a pdf or
jpg copy of your detailed receipt

“

Iroup
Jrganizations
Link receipt
Details - :
When transaction has all details completed, click Complete
o Ifyou have more information to add, click Update to save what you have
done so far

Complete | |

Clicking Complete sends the transaction to your approver.




