HOW TO “REALLOCATE” AN IMPAC TRANSACTION

Highlight transaction that you want to reallocate

Click “Reallocate” button

Highlight Default Line at bottom of screen

Click “Delete” button

At this point you will get a screen that says, “Are you sure you
want to delete?”

Click “Yes”

New Entry will now appear in bottom screen and be
highlighted

Click on the drop-down screen at the top and select the correct
APC

Enter either the Dollar amount or percentage to be reallocated

Click the “add” button

Click the “submit” button

***NOTE: If the transaction needs to be split between the default and another APC,
then use the UPDATE key. If not, always use the delete to remove the default line. :
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