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1- Click COST MANAGEMENT (buttons on the left) 

 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 

2- Under Forms, Click People Soft reconciliation  
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3- Click on the button. 
4- In Project Field, select applicable project from the drop-down menu  

 
 

 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 

5- Click “Attachments” tab in the bottom bar    
6- Click on the + Add button 
7- Select the desired option 
8- Select file to be attached, or drag and drop files  

 

 

4 

5 
6 

7 



4  

 
9- Click “Workflow” tab in the bottom bar 
10- In the Actions section, there will be (4) options to choose. 

 
 

 


