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QG	‐	Split	Funding	

 
There are two primary methods of splitting the funding between funds: 

 the entire purchase (header level)  
 by line item 

 

 

Split Funding at the Header Level 

 
 
When user wishes to split the funding on a PR at the header level (split the entire amount of the 
PR), 

 Click “Edit” in the right-hand corner in the Funding section. 
 

An “Accounting Codes” box will open. 
 Click “add split.” 

 

 
 
 
This will which provides the user the option to enter the split amounts by % of Price, % of 
Quantity, or Amount of Price and provides an extra line for a funding split.   
 

 
DO NOT SELECT % OF PRICE OR % OF QTY. THESE OPTIONS WILL 
RESULT IN FAILED ORDERS. 

 

TIP: 
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THE ONLY CORRECT OPTION IS AMOUNT OF PRICE. 
 

 

For additional lines 

 
 Click “add split”. 
 Choose how “amount of price.” 
 Leave fist duns as it is and in the second line, add new (second) fund. 
 The account code will remain the same 
 Click “recalculate/validate values” to verify math.   
 Split Totals must equal Document Total dollar amount of PR. 

 

 
 Click “Save”. 

  

AMOUNT OF PRICE



QG –Split Funding 
Revised 01.15.14 

Page 3 of 3 

Split Funding at the Line Item Level: 

 

Click “View/edit by line item” in the lower right-hand corner in the Funding section. 
 

 
Choose the item to be split by selecting “Edit”. 
 
For additional lines:  
 

 Click “add split”. 
 Enter the correct amount of price. 
 Click “recalculate/validate values.”    
 Must equal total dollar amount of PR. 
 Click “Save”. 

 
When viewing the Summary tab, the item that has been split will display the following message. 
“Accounting Codes values have been overridden for this line”.  This is an indication the item has 
been split with other funds. 
 


