
Multiple Account Assignment 
MAS Charge Card 

Reallocations



Click on Core Financials then CC



Click on Reallocate Charge Card Cost



1.  Under Authorization Access Click on the Users Role
2.  Under “Include Transactions with Status” click All
3. Under Charge Card Click on the Search feature next to the charge card 

number or enter the charge card number.

1

2



Click on the arrow next to Search Criteria



Under Last name enter the vehicle license charges that you are reallocating.  Do 
not use a dash.  Then hit start search.

Make sure the I is capitalized. 

Capital 
“I”
No 

dash



It will bring a screen up to validate the charge card number before this screen.
Double click on the charge card number.  It will then bring you to this screen 
With the charge card number populated.  
Hit Execute.



Click on the line you want to reallocate.  Then press Reallocation History.

(Note: To sort charges by amount, highlight the transaction amount column, 
and select sort down from the menu)



Highlight the line again and hit the MAS Reallocation Button.  

This function allows a charge to be moved to a benefitting activity where 
more than one charge code will be used.  



Select Amount.

Select Re-allocation to Non PO

Hit the green check mark.



Type in the dollar amount to be reallocated to the benefitting activity.

(Note:  This amount does not have to equal the charge amount.)



Scroll right and delete the order number.

Press Enter. 



Delete the Functional Area, Cost Center and Fund.

Type in the new Functional Area, Cost Center and WBS (if required).



Scrolling back to the left, notice that a second line has been calculated for 
the remaining amount.  This amount can be changed and a charge code 
entered for a subsequent line of funding.

If there is no other funding, delete the amount, and GL account from that line.

(Note:  Anything not sent to a new charge code will stay on the current 
charge code)



Scroll down and fill in a reason for the reallocation in the 
reason text field.  This is located at the bottom of the 
reallocation screen.

The explanation on the reallocation tab MUST be completed 
for all the charges going in or out of the WCF.  

This explanation will be used as audit documentation for the 
reallocation.  

Hit Post.



A yellow warning will appear at the bottom of the screen for partial 
reallocations.

Press enter.



A pop-up will appear for charges that have not yet 
been reviewed.

Hit Yes.



A box will pop up.  

Verify that all documents have successfully posted.

Click the green check mark.
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