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CREATING A MANUAL PAYMENT TO USBank FOR A CENTRALLY BANK ACCOUNT (CBA) AFTER THE PAYMENT WAS ERRONEOUSLY MADE TO THE TRAVELER. (TO ENSURE THAT THE PAYMENT POST TO THE CBA IN ACCESS ONLINE.)
(New ABFO please make sure to follow instructions to set up Shorthand Code.)  
1. You will need to have your WBS, Cost Center, Vendor Code and Fund.
2. Click  Account Payable Invoice ProcessManage InvoiceEnter and Park Invoice.
3. Follow the appropriate steps when entering an FI document.

Two requirements for this screen is:
A.  The Bank of America vendor code.
B.  Type the CBA number in the Text field.
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C. Once this screen is completed follow this path:
D. Click  Menu EditAcct assignment Templatesaccount assignment templateenter .
E. Click Transaction model green check.
F. When the line item screen appear follow normal procedures.
G. The only change on completing the line item is to fill the “Item Line” with the CBA account number.
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H. Once line is completed click the Append Key. Follow normal procedures to complete the process and to park the document.
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