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All transactions are to be cleared by the accountholder and the approver within seven
(7) days of posting. As an accountholder, you are responsible for indicating why a
transaction can’t be cleared within the required time frame. For example, “The goods
have not been received” or “The wrong amount was charged, waiting on documentation
from the vendor”. Remember, all comments are permanently added to the system.

Below is the outline of how to add a comment to a transaction. There are two (2)
methods for adding a comment. Users choose the method that is easiest for them
based on where they are or what they’re doing in the system.

METHOD 1
To add a comment to a transaction, complete the following:

1. Select or hover over the Expenses menu, select or hover over Transactions, and
then select Accountholder.
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2. The Pending Sign-Off queue (tab) will be displayed. If necessary, select the
Signed Off or Flagged Queue tabs.

<< | Pending Sign Off | Signed Off | Flagged | Al

3. Select the expand icon (+) next to a desired transaction. The transaction

summari details are disilaied.
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4. Select Add Comment in the Comments section to display the Add Comment

window.
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5. Seléct Add Comment, enter a comment in the box, and select OK.

METHOD 2
To add a comment to a transaction, complete the following:

1. Select or hover over the Expenses menu, select or hover over Transactions, and
then select Accountholder, Approver, or Accountant.

2. The Pending Sign-Off transactions screen will be displayed. If necessary, select
the Signed Off or Flagged Queue tabs.

*Note: Approvers cannot add comments to Signed-Off (closed)
transactions.

3. Hover over the TXN number that needs a comment and select the dropdown
under the Document column on the desired transaction to view the single action
menu displays.
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4. Select View Full Details. The Transaction Details screen displays.
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5. CGrﬁpIefe Stéps 4 and 5 from Option 1 to complete the comment.



