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HOW TO VIEW YOUR CHARGES AND CHANGE ACCOUNT #
FOR A SPECIFIC CHARGE.
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If you have any questions call Abby Bienkowski  597-4413




TYPE IN DESCRIPTION OF CHARGE-


This info will be seen on your financial report. 











CLICK ON ‘APPLY’ TO SAVE ENTRY








Click on window pane to bring up individual charge








CLICK ON ‘FINANCIAL’ TAB





       INSTRUCTIONS ON:





HOW TO VIEW YOUR CHARGES AND CHANGE ACCOUNT # FOR A SPECIFIC CHARGE. 





(TO CHANGE DEFAULT PERMANENTLY CONTACT ABBY BIENKOWSKI X4413)





Enter Invoice # from bill here. This will show on financial report








CLICK ON ‘Account Summary’





TYPE IN DATES HERE.


 PCARD STATEMENT  DATES ARE:





FROM:  MM/28/YY


    TO:  MM/27/YY





(Statement cycle is 28th of the month to 27th of the next month








LEAVE THIS BOX BLANK








CLICK ON ‘VIEW’











THIS IS WERE YOU CAN CHANGE THE ACCOUNT NUMBER CHARGED.








