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Introduction to the Pre-Posting Allocation Tool (PAT): 
The Pre-posting Allocation Tool (PAT) allows designated staff to change funds assigned to certain 
transaction activity prior to those expenses posting to the Shared Financial System (SFS).  Currently, 
this tool will only be used for customers of UW Materials Distribution Services (MDS) in order to 
reallocate their MDS.  In the future, this tool will be expanded so that customers of other recharge 
centers can make use of this tool. 
 
By providing an opportunity to reallocate funding, this tool is expected to:  

• Reduce the need to do corrective non-salary cost transfers (NSCTs) for many transactions 
by reallocating and changing funding before posting transactions to SFS. 

• Allow a transaction to easily be split to multiple funding sources just like using a 
procurement card. 

• Help reduce the number of MDS accounts that a Department needs to manage. 
• Help reduce the need to submit funding changes via the MD number change form. 

Overview 
MDS populates the PAT application with MDS invoices for customers affiliated with a UW system 
institution.  MDS invoices are created every business day for each separate checkout with a vendor.  
The following night, the invoices that were created on the previous day will be imported into the PAT 
application and viewable by the customer. 
 
Each MDS customer account is associated with one default funding distribution.  Each transaction 
that is imported into PAT will reference the default funding distribution that is associated with the MDS 
account.  Immediately after the invoice is imported into PAT, customers will be able to review their 
invoices and, if desired, reallocate the funding over-writing the default funding distribution. 
 
On the third business day of the following month at noon, MDS staff will lock all of the invoices in PAT, 
and then extract them (including all reallocation changes to the funding) from PAT in order to post the 
transactions in SFS.  The following day, those transactions should be available for review in WISDM. 
 
MDS customers will have at least three business days after the end of the month to complete their 
reallocation before the invoices are locked.  In addition, MDS customers can begin to reallocate their 
invoices anytime after they appear in PAT.  Customers will not need to wait until the end of the month 
to begin their reallocations. 
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Logging into PAT: 
1. Access the application at https://authhub.wisconsin.edu/?&app=pat or through the link on the 

MDS website.  The PAT logon screen uses the IAA Authentication Hub as seen below, which 
allows access to the tool for all UW System campuses. Choose the appropriate campus from 
the “Campus” drop down. 
 

 

Choose your 
campus from the 
drop down menu 

2. Enter your user ID and password specific to your campus to login.  At UW-Madison, your 
NetID is used (which is also used to login to My UW). 

 

Enter your user 
name and 
password 

https://authhub.wisconsin.edu/?&app=pat
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3. Once you have successfully authenticated, you will see the screen below.  Currently, the only 
billing unit available will be MDS which is pre-selected for you.  In the future, we expect other 
billing units like the UW-Madison Division of Information Technology (DoIT) to participate in 
the PAT.  Once those units are ready, they will be selectable as a billing unit in PAT. 

 
4. Enter either the email address associated with your MDS parent account or your MD account 

number and click the “Show Customer List” button to begin. 

 
 

Enter the email address associated 
with your parent account (e.g. 
parent@wisc.edu)  
OR 
Your MD Number (e.g. mdxxxxx) 

5. By clicking the “Click here to assign/manage your PAT funding string preferences” link on the 
login screen, users can enter and/or change their commonly used funding (or parts of the 
funding string) which can be accessed while reallocating to save on keying.  The funding is not 
validated at this point and will not affect any of your default funding for your MD number. 

 

Commonly used 
funding can be 
entered to save on 
keying by choosing 
the link on the login 
page.  The funding will 
be specific to each 
user that logs into 
PAT. 

mailto:parent@wisc.edu
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PAT Main Screen Overview 
After logging into PAT with a valid MDS parent account or a specific MD number, the system will 
display a grid similar to the one in the screen shot below.  Only those MDS customer accounts that 
have had transaction activity in the current billing period will be displayed.  If you have chosen 
to login with a parent account, all the MD numbers with any transactional activity that are associated 
with that parent will be displayed.  If you logged in with a specific MD number, only that MD number 
will appear in the list and it will only appear if there has been transactional activity in the current 
month.  If nothing appears, that simply means that you have not placed any orders with MDS on that 
MD number in the current month that have been brought into PAT. 
 
The grid on the main screen will show your MD number(s), the default department ID for the MD 
number, the total number of invoices for each customer account, and the total value of those invoices. 
 

1. Choose a group of customer accounts to work on by clicking on the check box next to each 
customer account, or choose the “Check All” button to work with all available MD numbers. 

2. There are three options for reallocation when working with your accounts. They are associated 
with the three buttons located below the grid, as follows: 

a. In the first option, you can choose to “assign a single funding string to many invoices”.  
This is also known as a mass reallocation.  Specific instructions to walk you through 
this option begin on the following page. 

b. The second option is to “assign many funding strings to many invoices”.  This allows 
you to assign the same percentage splits to many invoices at once.  Specific 
instructions to walk you through this option begin on page 12. 

c. The third option is to “reallocate funding one invoice at a time”.  If you need to assign 
more than one funding string to an invoice (also known as a split transaction or split 
funding), you will need to use the second option.  Specific instructions to walk you 
through this option begin on page 14. 

 

Once you choose a parent 
account or an MD number, any 
customer accounts that have 
had transactional activity will 
be displayed.  If there has 
been no activity in the given 
month, the MD account will not 
be displayed. 

Click the check box next to the 
account(s) you would like to 
work on (or “Check All”) and 
choose from the options at the 
bottom to continue: 
• assign a single funding 

string to many invoices 
• assign many funding strings 

to many invoices 
• reallocate funding one 

invoice at a time 
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Assign a Single Funding String to Many Invoices 

Using a Parent Account 
1. Check the MD numbers you would like to work with (as in the sc

“assign a single funding string to many invoices” to do a mass re
reen shot below) and click 
allocation. 

 
2. The next screen (as seen below) displays the eight invoices associated with the three MD 

numbers that were checked.  The invoice amount and associated funding string for each are 
displayed in the grid.  You may click the Customer#, Invoice#, or any of the other column 
headings to sort the records.  Clicking again will change the sort order. 
 

You may click the invoice number (CE20067104101 circled in blue in the screen shot above) 

Check the MD 
numbers you would 
like to work with (or 
“Check All”) and click 
“assign a single 
funding string to many 
invoices” 



Pre-posting Allocation Tool (PAT) User Guide 

Page 6 

to open a new window containing detailed invoice information.  Use this feature to review the 
group of invoices.   

 
 

3. To assign a single funding string to a group of invoices, select the invoices to reallocate by 
clicking on each check box next to the line number.  You can also click on the “Check All” 
button to check all invoices in the grid. 
 

details of the invoice while determining how to reallocate an invoice or 

 

C

detailed 
invoice 
information in a 
new window. 

lick on the 
Invoice # to get 

Click check boxes 
next to the MD 
numbers you wish 
to reallocate. 
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4.  in 

the screen shot below) and click “Assign Funding to all checked Invoices”. 
 

Type a valid funding distribution in the set of text boxes under “Option #1” (as circled in blue

1. Enter your new funding 
in the text boxes under 
“Option 1” 

2. Click “Assign Funding to 
all checked invoices” 

 
Once the new funding is entered, the change will be reflected in the table. 
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ur funding string 
preferences g for your parent account or MD number. 
 

1. unding string lists.” listed below 
the grid as a reminder (also highlighted in the picture below).  Click in the Account box to make 
sure your cursor is in the funding entry grid and then press the “F2” on your keyboard. 

Using Funding Preferences on the Reallocation Screen 
Whenever you are entering funding to reallocate, you will have the option to use yo

or to access commonly used fundin

All funding entry grids will have the text “Press F2 to access f

Click in the Account box of 
the funding entry grid and 
then press the “F2” key on 
your keyboard to view your 
funding string preferences 
and the most commonly 
used funding for your 
account(s). 

 

mo
 

2. This brings up a list of funding preferences and the iated 
with your account(s) as seen below.  The funding can be viewed in four different ways by 
clicking on any of the links: 
 

a. Top 10 funding strings used by a parent account or MD number 
b. All funding used by a parent account or MD number 
c. Funding entered only during the current PAT session 

ter which parent 

 
Once you find the funding string you would like to use, click the Select button to have that 
funding automatically populated in the grid.  Using these preferences will keep you from 
having to continually type all of your commonly used funding strings. 
 

 most com funding assocnly used 

d. Your funding preferences that are assigned to your login no mat
account or MD number you are currently accessing. 

 
 

3. Once you are finished using the preferences screen you may click the “Exit” button to dismiss 
the window. 

Click on any of the four links 
to find the fu
would like to
click “Select” to 
automatically populate the 
funding grid 

nding string you 
 use and then 

with that string. 
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Using a Specific MD Number 
Users may also choose to assign a single funding string to many invoices after logging in with a 
specific MD number. 

1. Login with your specific MD number and click the check box next to your MD number to begin 
working as seen below. 

 
2. The next screen (as seen be

C
n
number and click 
“assign a single 
funding string to many 

lick the check box 
ext to your MD 

invoices” to begin. 

low) displays the invoices associated with this MD number.  The 
voice amount and associated funding string for each are displayed in the grid.  You may click 

sort order.  

ct the invoices to reallocate by 
tton 

ion in the set of text boxes under 

in
any column heading to sort the records by that item.  Clicking again will change the 
 
To assign a single funding string to this group of invoices, sele
clicking on each check box next to the line number.  You can also click the “Check All” bu
to check all invoices in the grid. Type a valid funding distribut
“Option #1” (as circled in blue in the screen shot below) and click “Assign Funding to all 
checked Invoices”. 

 
Once the new funding is entered, the change will be reflected in the table. 

Check the invoices
reallocated, enter your new funding 

and click “Assign funding to all 
checked invoices” to complete the 
changes. 

 to be 

string in the boxes below “Option 1” 
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 Values 

 choose “Option #2” located near the bottom of the screen. 

cking on the check boxes for each individual invoice (as circled in 
blue in the screen shot below). 

2. Click the “Return all checked invoices to original values” button under “Option #2”. 
3. Choose “OK” in the pop-up window asking if you are sure that they want to update the 

indicated invoices to their original values. 
4. Once you choose “OK”, the original strings will again appear in the grid 

for those invoices that have been checked. 
 

 
 
Note that the term “original values” means the default funding string that is associated with 
each MDS customer account, i.e. the original values brought into PAT with the transaction, not 
any previous values that may have been entered.  

Returning Invoices to Original
If the user determines that they have made a mistake and wish to return to the original funding 
distributions, they can
 

1. Select the invoices by cli

values for your funding 

Check the invoices of interest, 
click the “Return all checked 
invoices to original values” 
button under “Option #2”, then 
click “OK” to return the invoices 
to their original values. 
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e 
d enter a new 

nding string, it is validated upon pressing the “Assign funding to all checked Invoices” button. 

rred after clicking the “Assign funding to all checked Invoices” 
 because of 

elow in 

 
In order to successfully update the funding, you must first correct the e
string.  In this case the fund should have been 233 instead of 101 to be u d 

roject ID.  Once the change is made, click the “Assign funding to all checked Invoices” button again 

 the PAT Help web page at 
http://www.bussvc.wisc.edu/mds/PAT/PATHelp.html

Funding String Editing/Validation 
When reallocating funding in PAT, the newly entered funding string is edited and validated befor
being applied to your invoice(s).  After you check the invoices to be reallocated an
fu
 
In the case shown below, an error occu
button.  None of the invoices are successfully updated (as shown below in the circled text)
the funding error highlighted above the funding fields in the Option #1 boxes (again as shown b
the circled text). 
 

 
rror and enter a valid funding 

sed with the specifie
P
and the invoices will be updated successfully. 
 
If you encounter any errors of this type, the funding errors with screen shots, explanations, and 
suggested corrective action are documented and available on

.  
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to Many Invoices 

es” 
t 

ccount or a specific MD number.  The only difference is how many MD numbers you may see at one 
 

After logging in, check the MD number or numbers that you would like to work with.  In this 
example, the three MD numbers shown below have been checked.  If you have logged in with 
a specific MD number, there will only be one available to check.  Click the “Assign many 
funding strings to many invoices” button. 
 

Assign Many Funding Strings 
To assign more than one funding string to a number of invoices at a time (i.e. split more than one 
invoice with the same percentage splits), choose the “Assign many funding strings to many invoic
button from the main screen.  This functionality is essentially no different whether using a paren
a
time.  When using a parent account, you can see the invoices for all the MD numbers assigned to that
parent.  When using a specific MD number, you will only see the invoices that have posted for your 
specific account, but all the screens will generally look the same. 
 

1. 

 

Check the MD number 
or numbers you would 
like to work with and 
click “Assign many 
funding strings to many 
invoices”. 
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2. Select the invoices to reallocate by clicking on each check box next to the line number.  You 
rid. Once the invoices are 

ed 
 

can also click on the “Check All” button to check all invoices in the g
checked, type valid funding distributions in the set of text boxes under “Option #1” (as circl
in blue in the screen shot below).  Begin by assigning the percentage split to each funding line
and be sure to click “Save Split” before moving on to the next funding.  You may enter as may 
splits as you like as long as they total 100%.  When finished, click “Assign Funding to all 
checked Invoices”. 
 

 
 
3. If your update is successful, a note at the top of the screen indicating “x” invoices updated 

successfully will be displayed (as seen below).  Once the new funding is entered, the change 
will be reflected in the table with the word “SPLIT” now appearing in the grid for those invoices 
as opposed to the original funding.  You may click the word “SPLIT” whenever it appears to 
see the details of that split. 

Sele ate.  
Begi ntage 
split 
man
desired.  Click “Assign Funding 
to all checked invoices” when 
finished to reallocate the funding. 

ct the invoices to realloc
n by assigning a perce
to each line and enter as 
y valid funding lines as 

 
 
 
 

You may click the word “SPLIT” 
whenever it appears to see the 
details of that split. 
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rent.  When using a specific MD number, you will only see the 
invoices that have posted for your specific account, but all the screens will look the same. 
 

1. After logging in, check the MD number or numbers that you would like to work with.  In this 
example, the three MD numbers shown below have been checked.  If you have logged in with 
a specific MD number, there will only be one available to check.  Click the “Reallocate funding 
one invoice at a time” button. 

Reallocate Funding One Invoice at a Time 
To assign more than one funding string to an invoice (i.e. split the invoice), choose the “Reallocate 
funding one invoice at a time” button from the main screen.  This functionality is essentially no 
different whether using a parent account or a specific MD number.  The only difference is how many 
MD numbers you may see at one time.  When using a parent account, you can see the invoices for all 

ned to that pathe MD numbers assig

 
 

2. Splitting an invoice requires working with one invoice at a time.  Click on the invoice number of 
the invoice you would like to start with as shown below.  In this example, we will be choosing 
the first invoice, CE20067104101. You may click the Customer#, Invoice#, or any of the other 
column headings to sort the records.  Clicking again will change the sort order. 

 

Check the MD number 
or numbers you would 
like to work with and 
click “Reallocate funding 
one invoice at a time”. 

Click the 
invoice 
number 
to begin 
the split. 



Pre-posting Allocation Tool (PAT) User Guide 

Page 15 

3. After clicking on the invoice number, you are brought to the next screen (as shown below).  
.  If you click the invoice number 

 
  

In this example, we entered 50 in the “Percent” column to charge e 
listed funding string as shown below.  
 

 
 
Once you tab or click out of the percent field, the calculated amount you still need to assign is 
highlighted as below.  Enter another funding string or strings to account for the difference.  Be 
sure to click “Save Split” after each new funding string is added.  
 

 

This screen lists the default funding assigned to that invoice
on this screen, a new window will open displaying the detail of the items ordered on that 
invoice and can help you in determining how to split the costs.  You can split by either 
assigning a percentage or an amount to each line.  Click the “Edit” button next to the first line 
of funding to begin. 

 

Click “Edit” 
to begin. 

 50% of the invoice to th

You can 
split by 
percentage 
or amount.  

The difference that you still need to 
account for is highlighted for you.  Add 
another funding string or strings to account 
for the difference and click “Save Split after 
each is added.
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e 

 been 
 bottom 

There is no limit to the number of splits that an invoice can have.  In this example, we choos
to only split the invoice twice by adding another funding string and clicking “Save Split”.  You 
can change any part of the funding string, but in this example only the Account Code has
modified.  Once you are finished entering splits, choose “Go Back to Invoice List” at the
of the screen to return to the listing of invoices that you had selected. 
 

 
 
You are returned to the list of selected invoices as shown below and the invoice you just 
completed is now marked “SPLIT” in the invoice grid.  You may click on the word “SPLIT” 
whenever you see it in the reallocation grid to view the details of the split. 
 

 
 
Click on another invoice number to begin the process to split the next invoice or choose “Go 
Back to Customer List” to return to the main menu. 

Once you are finished entering splits, 
choose “Go Back to Invoice List” 
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the PAT Help web page at http://www.bussvc.wisc.edu/mds/PAT/PATHelp.html

Som
On the
least o
errors; scre

e Possible Errors 
 main menu, your MD number will be italicized and highlighted in red (as shown below) if at 
ne invoice within that MD number contains error.  For more information if you encounter any 

en shots, explanations, and suggested corrective action are documented and available on 
.  

 

 
 
To view and correct any errors, check the MD number and choose “Reallocate funding one invoice at 
a time”.  All errors will be italicized and highlighted in red as shown below.  In this case, the first 
invoice has a split where the sum of the amounts does not equal the invoice amount.  You can view 
the error by “mousing” over the red highlighted and italicized text for an explanation. 
 

 
 

On the main menu, your MD 
number will be italicized and 
highlighted in red if at least 

 
error. 

one invoice within that MD
number contains an 

Choose “Reallocate funding one invoice at a time” 
and hover your mouse over any red italicized and 
highlighted text to view the error. 
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Click on the invoice number to fix the reallocation and in this case, add a id of the 
 “Go Back to Invoice List” to see that no longer 

 
The other red highlighted and italicized invoices have invalid funding as shown below.  If you do a 
mouse-over on a record that has an error, you will see an indication of what the problem is.  In the 
case below, the message says “This funding string is invalid”. 
 

 
 

split to get r
the error is difference as shown below.  Choose

indicated in your invoice list. 
 

 

 
 
Click on any of the problem invoices to drill into the row with the invalid funding and update it to 
correct the error.  Choose “Go Back to Invoice List” to see that the error is no longer indicated in your 

voice list and to continue. in

Add a split to cover the 
difference and choose “Go 
Back to Invoice List” to see 
that the error is no longer 
indicated in your invoice list 
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