
MSA (Offset)

Launch Epic

Click Prof Tx 
inquiry

(4)

Search tx # from export 
(TX_NUM_IN_ACCT)

(6)

Enter 
Credentials 
and hit "Log 

in"

Dept 10200 
and hit 

continue

Select 
Transactions 

(5)

Click 
"Guarantor 
Account"

(1)

Search by Guarantor 
(account_id) & hit enter 

twice
(2 & 3)

ALT+SHFT+3

CTRL +6

Tab 4 times

Click 
Adjustment 

Posting 
(7)

Right click 
txn 

999 provider
(11)

insert 
comment

(10)

Check the 
box under 
credits on 
guarantor 

accont
(12)

Alt + A to 
accept

Enter 
Adjustment 

Code 
(8)

Select Total
(9)

Process Complete -  end 
automation

Another 
account in Offset 

queue?

return to 
step (1) and 

search 
account

Yes

No

Transaction Service 
Date = 

DEPOSIT_DATE?

Amount = 
CRE_AMOUNT(*-1)?

Yes

return to 
step (1) and 

search 
account

Mark as Failure -  
unable to validate 

correct txn

No

No

Yes
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