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Split Funding

Some purchases require multiple fund sources to pay for the entire order. This can be
accomplished by splitting the funding information into multiple entries on the same
requisition. Users can add as many additional lines of funding as necessary.

The two primary methods for splitting the funding information on a requisition are on the
header level or on the line-item level.

Splitting at the header level means that the entire amount of the requisition is split between
two or more funds. To split at the header level while editing the funds, select the plus icon
on the bottom right-hand corner of the funding section. This will create another line of
funding. Users can add as many additional lines of funding as necessary.

Edit Funding

Accounting Codes
Chart # Fund # orgwF1 % & Account # UsType & Location Activity VTF Donor Intent Review # & %of Price

U-University Chart v 121715 Q 047000 - Procurement v 13120 Q NA - Not Applicable v Search Q Search Q N/A

U-University Chart v 121623 Q 044000 - Univ Controller-Operating v 13120 Q NA - Not Applicable v Search Q search Q N/A

* Requied fields Bl -

Users will need to enter in the distribution of cost on to the funds. You may need to scroll
over to the right to view the split information. Select Amount of Price from the drop down
of the split method. Once the distribution has been entered, select the check mark at the
bottom right of the funding section to allow the system to validate the distribution.

Edit Funding

Accounting Codes

Account W UGType * % Location Activity Amount of Price «
Q MA- Mot Applicable  ~ Search Q Q [ |
Q MA - Mot Applicable  ~ Search Q iearch Q 21 L]

" Document sublotal: 22,21 USD
Spiit Total 22.21 USD

Select Save to apply the fund split.
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Requestors may also want to specify a different fund only to certain line items on the
requisition rather than to the entire requisition. Users cannot do both header level splits
and line level splits on the same requisition.

To split funding at the line level, select the three dots on the line item that requires a
different funding source. Select Accounting Codes from the Override menu that displays.
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Requestors can then enter additional funds following the same steps as for the header
level. Once saved, the funding section of the requisition on the header level will display a
message that “Values vary by line” to indicate funding has been detailed to the line-item
level. Users can also use this split fund method to assign a different account code to a line
item but keep funding sources the same.

Account Code

Account codes are used to categorize expenditures and in routing the requisition to
additional necessary approvals. It is important that correct account codes are used when
entering purchases in HokieMart. The Controller’s Office maintains a comprehensive
Account Code Listing.

Frequently used account codes can be stored in the user’s profile within the Codes section
of the Default User Settings. If account codes are stored in the user’s profile, they will be
displayed in a drop-down list by choosing Select from profile value. The appropriate
selection may be made from this list.
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If the account is not listed in your profile, you can search for the correct account code.
Enter a code or keywords (for example, “office supplies”) in the search field.

You can also select the magnifying glass to browse a list of available account codes in
HokieMart.

Edit Funding

Accounting Codes

Chart % Fund % OrgWF1 * 5 Account # UGTYpe S Location Activity

U-University Chart 21715 Q,  047000-Procurement NA-Not Applicable  ~ Search Q Search

13120 - Office Supplies - Gen

* Required fields m Close

Users must click on the fund you wish to select when it appears beneath the funding box to
accurately pull the fund in.



