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Introductioni Whhat 6s new in version 3.6

In version 3.6, there are major upgrades and additiontheoFAST Purchasing Canddule There

are also changes to the FAST User Interface. This user guide is designed to assist cardholders and
contains step by step instructio32 YLJX SGS A GK AGLINAYy(d &ONBSya¢ G2

Log on
Use the following link to access FAST Pcaxgv.uottawa.ca/erp/en/system_access.html This
prompts you to thesystem acess page. Click on the FAST link.

UOttawa University of Ottawa uoZone | Library | Programs | Webmail | Quick Picks ¥ | Frangais

Corporate IT Services »

Home ¥

General information

for employees = SVStem Access

HR. System
Information e © Banner INE
Finance System © FAST
Information oS ® My HR Profile
Fusion/ERP Systems © HR Forms
Login H
Other Systems » FAQ
Our team H
—————————— €& Howto sccess Banner/FAST HR and Finance? (For Banner and FAST users)

€& Howto sccess FAST HR and Finance? (For FAST-only users)

Contact Information
€& Budget snd Position Control for HR. and Finance users (Currently available in French anly)

Corporate IT Services
Email € FReguisitions (WebReq] (Finance users only)



http://www.uottawa.ca/erp/en/system_access.html
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Type in youtdser Nameand Passwordand then click orsign In

uOttawe

Université d'Ottawa — University of Ottawa

B

uOttawa

User Name / Nem d'utilisateur :
Pazzword / Mot de pazze !

nvigneau

+ [ Sign In / Se connecter

Click on thePurchasing Cardpplication.

uOttawa

Home  Applications

& Application Info *]

lalll ashboard d

If you can only see Home and Help menu items then your login ID is

restricted and access has not been granted.

= Université d’'Ottawa — University of Ottawa

Version: 36.1.231
Environment: QAMS

& Logout | [E] €8

) Hide Menu

Applications -
Budget and Forecasting

Finance Reporting

Leave Management

* Purchasing Card

Web Requisitioning

[7)] webFocus Finance

Links v

Announcements D4
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Fast Pcard

Home Page

You are nowon the main menu of the Purchasing Card modWe haveset QuickLaunch asthe
defaulttab (see theTips and Notesection of this document for other options)

Account Holders

Here is the information you will find ahis page

U List of My Accountdist of your cards
U List of Accounts | Managkist of other cards you maga
U Print Monthly Statementswill redirect you to he Statement Selector.

uOttawa

Home  Applications

Account Holders Reporting

Université d'Ottawa — University of Ottawa

@ Purchasing Card

) Application Info d =7 Quick Launch d

(Purchasing Card - $0)

(Purchasing Card - $1002.64)

(Purchasing Card - $0)

(Purchasing Card - $0)

=| List of Accounts I Manage

Chartrand,

Gizéle-Francine (Purchasing Card - »OO0000

[ull pashboard i & pinned Reports id

- $30089.88]

Chartrand,

Giséle-Francine (Purchasing Card - X

- $45071.5)

Chartrand,

Giséle-Francine (Purchasing Card - X

- §0)

Chartrand,

Gizéle-Francine (Purchasing Card - 2

- %07

Chartrand,

Giséle-Francine (Purchasing Card - X

- $0)

Chartrand,

Giséle-Francine (Purchasing Card - X

- $15496.21)

Chartrand,

Gizéle-Francine (Purchasing Card - X

- £54,94)

Chartrand,

Gizé&le-Francine (Purchasing Card - X

- 30

Friedman, Jason (Purchasing Card - X000

[E] Print Monthly Statements
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View Transactions
Transactions are downloaded frof&cotidbank on a daily basis into FASBefore the end of the

cycle date, you can view your current transactions, edit thematld more detail or split a
transaction into multipleFOAPs

Click on the CardWnber to view your transactions, the system will redirect youhe list of your
transactiondor the card you have chosen

uOttawa
Home  Applications  Account Holders  Feparting

@ Purchasing Card

&) Application Info wl =7 Quick Launch wl [iﬂﬂ Dashboard *] ‘. Pinned Reports d

Université d'Ottawa — University of Ottawa

=| List of My Accounts

O : (Purchasing Card - $0)
(Purchasing Card - 51002.6-11"
(Purchasing Card - $0)
(Purchasing Card - $0)

=| List of Accounts I Manage

Chartrand, Gisgle-Francine (Purchasing Card - %30( - $30089.88)
Chartrand, Gis&éle-Francine (Purchasing Card - X - $45071.5)
Chartrand, Giséle-Francine (Purchasing Card - X - 5070
Chartrand, Giséle-Francine (Purchasing Card - X - 500
Chartrand, Gic&le-Francine (Purchasing Card - X - 80
Chartrand, Gis&le-Francine (Purchasing Card - X - $15496.21)
Chartrand, Giséle-Francine (Purchasing Card - X - §54.84)
Chartrand, Gis&le-Francine (Purchasing Card - 30000 L - 0]

Friedman, Jason (Purchasing Card - ooy - $-161.41)
[=] Print Monthly Statements
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Home

Université d'Ottawa — University of Ottawa

Applications  Account Holders  Help

(& Purchasing Card } Edit Transactions b Current commitied transactions

Pl Reoort Options

Row # Account Number Account Holder Transaction Date Merchant Gross Amount
1 E lL-t"_‘ SRR Hunter, Jochanne 2011/08/25 STATACORF LP §2,490.05
2 E @: OO Hunter, Johanne 2011/08/26 U N E LIERARY $5.00
3 —p lL-t"_‘ SRR Hunter, Jochanne 2011/08/30 INTERMNATIONAL ARTCRAFT $78.27
4 E @: OO Hunter, Johanne 2011/08/31 GRAND AND TCY COMM110YDeX §702.98
5 E lL-t"_‘ SRR Hunter, Jochanne 2011/09/01 LIERAIRIE UNIV.DOTTAWA $1,245.36
6 E @: OO Hunter, Johanne 2011/09/01 AHEARN & SCPER INC, §352.56
7 E l&: ORI Hunter, Jochanne 2011/09/01 TEMAQUIF LIMITED $127.57
a E @: OO Hunter, Johanne 2011/09/02 CAN MUSEUM CF CIVILISA $11.55
9 E l&: ORI Hunter, Jochanne 2011/09/06 LIERAIRIE UNIVDOTTAWA $225.55
10 E @: OO Hunter, Johanne 2011/09/06 GLOEE AWARDS & PROMCTICNS £1,964.80
11 E l&: ORI Hunter, Jochanne 2011/09/06 COPYRIGHT LAWS/ACTEVA.COM §141.79
12 E @: OO Hunter, Johanne 2011/09/07 UNIVERSITY COF TORONTC $1,157.31
13 E l&: ORI Hunter, Jochanne 2011/09/07 TAMNERITCHIE FUBLISHING $3,333.50
14 E @: OO Hunter, Johanne 2011/09/08 ULINE §3,220.57
15 E l&: ORI Hunter, Jochanne 2011/09/08 SERWVICE CAFE VAN HOUTTE £176.84

Black £ : Domestic Transaction B reconciled Transaction $16,280.40

Red = Domestic Credit E. Criginal Transaction

Teal £ : Foreign Transacticn Grid Height [4]| [
€ Legend *— e‘ Sawve as Pinned Report

Thetransactionswith B are ready to be edited.

%

At the bottom of the page, move your mouse over the legend button for an explanation of the
types of transaction on this page.

Foreign transactions appear ieal and the Gross Amt is in Canadian dollars. In order to
reconcile youtransaction refer b your Scotibank statement to see the transaction with the
original currency and conversion rate.
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Edit

Clickon the originaltransacton icon®. The editing form opendisting default coding, comments,

transactions

taxes, net and gross amounts.

D Note how thetransaction line is highlightedt is a good visual indicator of which transaction

you are editing

uOttawa —

e

Home  Applications  Account Holders  Help
(& Purchasing Card
[E  Edit Data
Fund Orgn Acct Prog Actw
1000 230101 73584 1200
Row # Account Number
1 = 13} AR A
2 = 13 WA IN,
—s- =] I 0000000
4 = 13 WA IN,
5 = 3 WA N
6 = 13 WA IN,
7 =] 1) R
8 = 13 WA IN,
9 = 13 WA IN,
10 = 13 WA IN,
11 = 13 WA IN,

Comments

112157770

“ 4

Account Holder
Hunter, Johanne
Hunter, Johanne
Hunter, Johanne
Hunter, Johanne
Hunter, Johanne
Hunter, Johanne
Hunter, Johanne
Hunter, Johanne
Hunter, Johanne
Hunter, Johanne
Hunter, Johanne

} Edit Transachions » Current committed transactions.

-

3 of 18

Université d'Ottawa — University of Ottawa

HST PST
$9.00 $0.00
$0.00 $0.00

Transaction Date
2011/08/25
2011/08/26
2011/08/30
2011/08/31
2011/09/01
2011/0%9/01
2011/0%9/01
2011/0%9/02
2011/059/06
2011/059/06
2011/059/06

GST Net
$0.00 $69.27
$0.00 $60.27

Merchant

U N B LIERARY

INTERMATICNAL ARTCRAFT
GRAND AND TOY COMM1L0YDSX
LIERAIRIE UNIV.DOTTAWE
AHEARN & SOPER INC.
TEMNAQUIF LIMITED

CAN MUSEUM OF CIVILISA
LIERAIRIE UNIV.DOTTAWA
GLOBE AWARDS & PROMOTICNS

Click 1o edit the transactionWe will seethe split option 5 further.

Home

€]

Applications

Purchasi

uOttawa

Account Holders — Help

IS} Report Options

# | Edit Data

Fund

1000

Orgn Acct Prog Actw

230101 73584 1200

il

Comments

112157770

Card » Edit Transachions » Current committed transactions

Université d'Ottawa — University of Ottawa

$59.00 $0.00

Net

$0.00 $69.27

Gross

$78.27

$78.27

Gross Amount

$5.00
$78.27
$702.96
$1,245.36
$352.56
$127.97
$11.55
$225.55
$1,964.90

Gross

5?8.2?/'

“ %
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Coding

Your default FOAR automaticallypopulated At this point, youcan modify any element of your

FOAP. Usually, you will need to change your account as the account code is normally set to be
73584 ¢ontrol accouny.

[

= Note that transactions awaiting a credshouldbe left in thecontrol account.Just make sure
that the taxes are changed to $0.00 and that you adjust the Net Amount accordingly.

# | Edit Data

Fund * | Orgn Acct * Prog Actv Comments HST PST GST Net Gross
s s s~ s s
1000 23010 |(73584| (1200 112157770 | #s.00 $69.27 $78.27

=4

There are two waysotedit the coding

1. You caroverridethe default coding and type in the new coding if you know the information

2. LT @2dz R2yQi,ditkoba the - d8e tizFidtdiyguavish to chang@ypethe
% symbol to the search field and click on Seakclist of codes will be displayed. Simply
scroll down anatlick on the code you want to select

[E  Edit Data

Fund * | Orgn Acct * Prog Actw Comments HST PST GS5T Net Gross
-~ x

1000 Orgn O] s$9.00 $69.27 $78.27

o

45 record(s) found —’ =] %
CODE |DISPLAY

230101 Bibliothéque / Library

230102 Cab.bib.en chef-adm./Cff.Un.Lib-Adm
230103 Annexe biblisthéque/Library Annex
230104 Division des systémes/Libr.Syst.Div i
230105 Collect.&Res.d'inform./Col.&Inf.Res i

[ [

$9.00 $0.00 $0.00 $69.27 $78.27

[

“~ Note thatthe Fund, Orgn, Acct, Prdiields are required. They aodten autopopulated, but the
system is not able to do it in some cagdsvays make sure that all the fields are filled.

E | Edit pata

Fund Orgn Acct Prog Actw Comments HST PST G5T Net

D 2302589 70501 : Invoice 12345, Prof Frihlich $0.00 $0.00

Gross

$0.00 $78.27 $78.27 %t ox
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Comments
0 A minimum of 5 alphaaumeric charaters is required in this field
U Enter your invoice numberreference number and any diional information in the
Commentsox to make it more meaningful
0 The information entered in this field will berinted on your monthly statement and will
appear in some financial reports (i.e. Finance Repaorkig540

& | Edit Data

Fund * | Orgn Acct * Prog Actv Comments HST PST GST Net Gross
) ) el ) )

1000 23010/ |70501( |1200 Invoice 12345, Prof Erahlich. | #s.00 $69.27 $78.27

P 4 %

“ Note that the Purchase ID fro participating merchantswill automatically appear in the
G/ 2YYSyd ®leaseTnbtd that you are able to edit this field and add any relevant
information if needed.

@ TIP. Standardie the use of your comments withyour Faculty or Department. This Iwil
facilitate future document retrievalnd providea better audit trail.

HST, PST, GST and Net amount
An algorithm is programmed to calculate the HST, PST, GST and Net amounts based on the amount

charged and on the province of the purchase.

1. Verify if theHST, PST, GST and Net amounts correspond to the amounts charged on your
invoice.

2. Change any amounts as necessary.

"'i)\'iﬁé'r}"é'ﬁé'ri'g’,’.ﬁ'g"é'r}'gr'ﬁai}ﬁ'f at this point, you will notice that the algorithm

: does not recalculate the other fields. Make sure that the newianso '

: i entered balance with the gross amount.
3. Gross amounis not editable as ishould always match the amount charged.
4. Once all the required fields are fillediok = to save your changes.

[# | Edit Data

Fund * | Orgn Acct * Prog Actv Comments HST PST GST Net Gross
e T e e .

1000 | [23010] [70501] [1zo00 Invoice 12345, Prof Frahlich. O ss.00]

—[a]x
k_, Sum equals the Gross amount J

10
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The following happens when you clil.

U An X is inserted athe end, indicating you camesetthe changes to the transaction.

U The line in thedata gridis still highlighted and the icon color has changed to gan
which means it is reconciled.

: Comments and FOAP will not be refreshed dynamiddirefore, chanes :
will appear only on you next log in or when navigating from one pagge to
: another. :

[# | Edit Data

Fund Orgn Acct Prog Actw Comments HST PST GST Net Gross

1000 230101 70501 1200 Invoice 12345, Prof Frihlich $5.00 $0.00 $0.00 $65.27 $78.27 % % x

$0.00 $0.00 $0.00 $60.27 $78.27
] 4 3 of 18 3 ]

Row # Account Number Account Holder Transaction Date Merchant Gross Amount
1 = '3 EEES TP Hunter, Johanne 2011/08/25 STATACCORP LP $2,490.05
2 = '3 OO0 Hunter, Johanne 2011/08/26 U N B LIBRARY $5.00
3—.5 1 MO Hunter, Johanne 2011/08/30 INTERNATIONAL ARTCRAFT $78.27
4 = '3 EEES TP Hunter, Johanne 2011/08/31 GRAND AND TOY COMM110YDSX $702.56
5 = '3 HEEE Hunter, Johanne 2011/09/01 LIERAIRIE UNIV.DOTTAWA $1,245.36
6 = 3 O Hunter, Johanne 2011/09/01 AHEARN & SOPER INC. $352.56
7 = 3 O Hunter, Johanne 2011/09/01 TENAQUIF LIMITED $127.57
a =) 1] { O Hunter, Johanne 2011/09/02 CAN MUSEUM CF CIVILISA $11.55
9 = '3 EEES TP Hunter, Johanne 2011/09/06 LIERAIRIE UNIV.DOTTAWA $225.55

Self Assessment

If you purchase items that are taxable but weren't charged the tax (for example, items from another
country) you must seléssess the taxes when you eglour account transactiong.o self assed4ST,

PST or GST for a purchaskck on theblank check bokeside the appropriate taxthis actiorwill
generate an accounts payabldowever, the amounuill not appearon this screen.

[# | Edit Data

Fund #* | Orgn Acct * Prog Actv Comments HST PST GST Net Gross
s~ ,~ ,~ ,~ ,~

1000 23010/ (70501 |1200 Invoice 12345. Prof Frahlich O ss.00 £65.27 $78.27

Do you want to self assess this tax? =] %

11
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Selecting the selissess check box removes the HST/PST/GST amounts and disables th¥dields.
will then needto adjust the Net amounto keep the transaction in balance.

[# | Edit Data

Fund * | Orgn Acct * Prog Actv Comments HST PST GST Net Gross
R e

1000 | [23010] [70s01] [1200 Invoice 12345. Prof Eahlich $0.00 $69.27 $78.27

/ﬂ (= 4

Once you have saved the change:+ avill appear in the column of the sedfssessed tax or taxes.

&  Edit Data
Fund Orgn Acct Prog Actw Comments HST PST GST Neat Gross
1000 230101 70501 1200 Invoice 12345. Prof Fréhlich v 4 $0.00 $0.00 $ 7827 $78.27 %% % ox

Again, the following happens when you cli=k

U AnX isinserted at the end, indicating you can reset the changes to the transaction.
U The line in thedata gridis still highlighted and the icon color has changed to gr'|:|n
which means it is reconciled.

Clck andher original B transactionin the data gridto continue the reconciliation process.

? TIP. To reopen th&uicklaunchpage, click on Purchasing Card in the Purchasing Card title bar.

Version: 3.6.1.256

Environment: PPRD

g‘ Logout E &

Home  Applicationg e count Holders

@

Reporting

B ¥ Show Options

Row # Billing Date Account Number Account Holder Fund Orgn Acct Prog Merchant
1 D L&; 2011/09/27 HOADRORO Hunter, Johanne 1000 230101 71151 1200 INTERMATL
2 D L&; 2011/09/27 HODRDRO Hunter, Johanne 1000 230101 71082 1200 L& GOURM:

12
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Split transactions

When you split a transaction you are spreaglithe amount across multiple lines. You can split a
transaction as you are reconciling it or after it has been reconciled providing you do it before the
end of the cycledate. You can change the FOA&Bdes, comments, and amount in a split
transaction. Trasactions can be split an unlimited number of times and show as multiple lines on
the Statement View.

? TIP: Split your transactions when you want to allocate amounts across muRipAé® paid on
one invoice. Entering the amount on a separate line will trefie it and provide a better audit
trail.

First, you need to verify and adjust the HST, PST, GST and Net amount tieéysagepear on your
invoice

Example 1: Calculate taxes for me by option selected
This first example explains how to split a trartgat when all thetax fields correspond to your
invoice

1. Refer to theEdit your transactionssection in this guide to change the coding, comments
and amountson your transaction

[# | Edit Data

Fund #* Orgn Acct * Prog Actw Commen ts HST PST GST Net Gross
-~ -~ -~ -~ -~

1000 23010/ |71032| |1200 Invoice 4567. Split transaction. | $s0.87 £622.09 $702.96
Qperation

gl %

2. Once the transaction you wish to split is reconciled in a prdpeling,that the @mments

have been added and that th€axamounts have been adjusted accordinglyck:% to
split the transaction.

& | Edit Data
Fund Orgn Acct Prog Actw Comments HST PST GS5T Net Gross \

voice 4567. Spli saction.
Invoice 4567. Split transaction $80.87 $0.00 $0.00 $622.09 $702.96 % x

1000 230101 71032 1200 Cpération

13
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3. Again, refer to theEdit your transactionssection in this guide to change the coding,
comments and amounts on your sgdliansaction.

& | Edit Data
Fund #* | Orgn Acct * Prog Actv Comments HST PST GST Net Gross
s~ ,~ ,~ ,~ ,~

- Invoice 4567, Split transaction. - -
1000 230101 71032 1200 Opération $80.87 $0.00 £0.00 $622.09 $702.86
1000 23010 73584 1200 I:‘ $0.00 $0.00 $0.00 $0.00

H %

4. By default, the system selects talculate taxes for me bgption. In the drop down menu,
select eitherNet Amt or Gross Amt.This will activate the appropriate field you want to
change.

5. Once you have entered the amount you wish to leedte, simply tab out the field to
calculate the taxes for the split transaction.

&  Edit Data

Fund * Orgn Acct ® Prog Actv Comments HST PST GST Net Gross
Il el el P el
5 Invoice 4567. Split transaction. . -
1000 230101 71032 1200 Opération $80.87 $0.00 $0.00 $622.08 5702.56
1000 23029 |[71032 1200 Invoice 4567. Split transaction. D £19.50 150
Research
d %
$80.87 $0.00 $0.00 $622.00 $702.96
W[ <] aof1s [+ |[n = [ Calculate taxes for me by [Ret At Toe]

Gross Amt
6. Verify that all fields contain the right amounts. Clito save your changes.

The taxes and net amount are automatically calculated and changed for the split entries

[# | Edit Data

Fund Orgn Acct Prog Actw Comments HST P5T GST Net Gross

1000 230101 71032 1200 é;bej?;ctieofﬁr- Split transaction. .. o5 $0.00 $0.00 $472.09 $533.46 % % ox

230296 120669 71032 2001 Fig:g;ihﬁs“ Split transaction. 4,5 55 $0.00 $0.00 $150.00 $169.50 % B ox
$80.87 $0.00 $0.00 $622.00 $702.06

14
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Example 2: Calculate taxes for me by option unselected
This example explains how to split a transaction for an invoice thaahasccuratetax allocation.

This often occurs on Rogers invoices.
When this happens, it becomes all the more importamttosely examine your invoice.

First, have a look at thBummaryof your invoice (page 1 of your invoice).

O ROGERS’

= 1 Account Number: 1-1234-789
UNIVERSITE D'OTTAWA UNIVERSITY V Account Number. 1123478
. nvoice Date: Sep 01, 20M
In care of: NATASCHA VIGNEAULT Pecired Payment Date:  Out 01, 2011
Account Summary
Total: $828.16
Required Payment Date Oct 01, 2011
Your last bill
Previous balance 617.63
Payment(s) p.3 -617.63
© Balance from your last bill  (including taxes): $0.00
Any payments we received and processed aftar September 05, 20017 will show on your nest bill.
Your current bill Includes partial charges for
O Wireless p.4 733.56 4 services that changed on or prior
to September 01, 2011

Your current bill (before taxes): $733.56

© Total taxes: p.3 — 94.60 -
Savings
For online and other payment options, see page 2. Total: —’ $828.16 You saved $69.43 on your
Rogers services.

Other Rogers services available to you

15



—

i) uOttawa FAST Pcard 3.6.1 7 User Guide

For more information on the tax allocation, go to tdetailed tax summarygenerally found on
page 3 of your invoice.

O ROGERS'

3of 48
. Account Number: 1-1234-789
Your Last Bill invoice Number. 112347894
Invoice Date: Sep 01, 2011
T $617.63 Reauired Payment Date:  Oct 01, 2011
Payment(s) Contact us
Aug 23 Payment Received - Thank You -617.63  Visit www.rogers.com
payment(sj; _$51]’63 Call Customer Service at
1-866-727-2141
o Balance from your last bill (including taxes): $0.00 ., sign up for new
M Rogers services
ill = i Visit www.rogers.com
Your Current Bill -|Detailed Tax Summary 1-888. ROGERS] (1.898.764-3771)
Subject to Not subject to
input tax credit input tax credit
restrictions® restrictions Total
HST ON 73.79 20.67 94.46
GST - 0.05 0.05
Qst 0.09 0.00 0.09
Total taxes: $94.60
HST/GST (862395381 RT0001)
QST (1210823138 TQO001)

*Businesses that have purchased telecommunication products and services may be eligible for the
provincial component of the input tax credits (ITCs), however some restrictions do apply. The Detailed
Tax Summary is provided for informational purposes only, any taxes applied to charges or adjustments
from your last bill are not reflected in this section.

16
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Have a look at thetharges by usesection of your invoice (generally page 4 of your invofoe)
more indications on how you want to split the transaction

1. Refer to theEdit your transactionssection in this guide to change the coding, comments
and amounts on your transdon. The sum of your HST and G8p to $10,00)should be
added to the HST field** The PST portion of your invoisigouldbe included in your Net
amount.

2. Once the transaction you wish to split is reconciledh the proper Coding, that the
Commens have been added and that the Tax amounts have been adjusted accordingly,

click % to split the transaction.

17




































