Split distribution
1) Move to the ‘Accounting’ tab on the requisition, then Click ‘Edit’ to add or update CF string information
[image: image1.png]Submit Requi

ind Attachments | % External N ents | 1

or

4 Return to shopping cart ) Continue Shopping

‘Accounting Codes | 2 Internal N

&) Almost ready to go! The list below needs to be addressed before the request can be submitted.

- Required field: Account
- Required field: Speedtype
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2) Add the 1st CF string and account code, then click on ‘Add Split’
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3) Using the drop down box, choose the method you want the split to be made by.  Once you have chosen the method, type in the value eg:  If splitting by amount, put in the dollar amount for each.  

You can validate the values using the functions on the bottom right.  Once you have the split entered, click ‘save’.  Note:  The split must equal 100% of the total amount.
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4) Your requisition will now reflect both chartfield values
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5) For this transaction, we need to update the SpeedType as this item would not be allowed on the grant.  Type in the correct SpeedType, or you  search from all values by clicking on the link below the field.   Once your update has been entered, click ‘Save’
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6) Review your updated accounting information.  If all is correct, click on the ‘Final Review’ tab to complete the cart.

Note:  When all required fields have been populated, a Green Circle with a check will appear on the tab.  You will not be able to submit your requisition until all red caution items have been resolved.
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7) The Final Review page should be used to verify that all cart information is correct.  After reviewing, click ‘Submit Requisition’
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Once you have reviewed the details, you may continue by clicking the button at the top of the page.
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8) Your cart has not created and submitted a Requistion.  To see who will need to approve this requisition, click on the ‘Approvals Tab’ link
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Congratulations! You have successfully submitted your request. If you need to view or print a copy,
click Quick View " or view its status on the Approvals Tab.

Here is a summary of the requisition. You can also retrieve this requisition at any time via the document history

search page.
Requisition number 46300263 view
Requisition status Pending
Cart name Recommended - name your requisition
Requisition date 1/3/2014
Requisition total 480.00 USD
Number of line items 1

‘What would you like to do next? Here are links to some common actions.

+ Search for another item
View order history
Check the status of an order
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9) The PR Approvals tab will show you where the requisition is in workflow.  Once the approvals are completed the requisition will have a final budget validation and be sourced to a PO
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