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Enter your usemame and password.

Click on "Login"
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Entry is now complete.

*Note .. the status of this
transaction/charge has changed
from "pending" to "approved"
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Click on the Default Accounting
Code to highlight it and then
click on the "Delete" button
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Use the drop-down arrow
to view your alternate
APCs. Click on your
selection.
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Enter either the dollar amount or the
percent that you want reallocated to
this APC.

*Usually, this is 100%

Click on the "Add" button,
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