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Adding Split Accounting at the Line Item Level

In This Guide
v' Adding Split Accounting at the Line Item Level

This guide demonstrates how to split accounting for an individual item in your cart. You can split the accounting in the

header section OR by line item. Split accounting at the header level will affect all line items in the cart. Split
accounting at the line item level will only affect that line.

Procedure

1. Access your listing of carts by selecting the shopping carts icon from the navigation bar on the left side of the
screen within BUY-U.

Test Requester ¥ | ¢ | Action Items [1] | Notifications | ™ 0.00 USD | Q
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*Requesters can navigate to assigned carts from the homepage. Go to Action ltems > Caris Assigned to me.

2. Click on the name of the cart that you want to modify. The cart that you clicked becomes your active cart.

Test Requester ¥ | ¥ | Action Items [] | Notifications | ™ 0.00USD | &

W Shop  Shopping  Shopping Home v

Create Cart

Assign Substitute

Drafts Assigned To Me

legend ?
Active Cart Cart Number Shopping Cart Name Date Created Cart Description Total Delete
40670856 Computer 6/18/2013 1,315.46 USD Delete
Bl 40792753 Projectors 6/21/2013 4,740.00 USD Delete
My Drafts Assigned to Others legend ?
View Cart Cart Number Shopping Cart Name Date Created Assigned To Total Unassign
\,;4] 40714638 =57 2013-06-19 sciqreql 03 6/19/20713 Carol Wandersee

5,102.03 LISD Unassign
3. After reviewing and updating the cart, click the Proceed to Checkout button.

Test Requester ¥ | % | Action Items [1] | Notifications | ™ 0.00USD | Q.
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¥4 Shopping Cart tor Lsu sciashop [naemca |

Name this cart: Computer

* Continue Shopping 1 Item(s) for a total of 1,315.46 Usr

estimated tax, shipping &
Share my cart with others
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4. Click on the Accounting Codes tab.

) Return to shopping cart &) Continue Shopping

o

Hide value descriptions

Revised 7/21/2015

For training inquiries, send an email to: buyuhelp@Isuhsc.edu Page 1



Adding Split Accounting at the Line Item Level

5. Scroll down to the Supplier / Line ltem Details section where you can enter accounting Information '_A
for the line item. -

. Click the edit button.

7. Click on Select from all values.... to search for
the Account and Speedchart.

8. You can enfter all or part of the
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Buy.U

account number Value or Description. —
9. Click Select to choose the desired Account.
10. Follow the same steps to add the
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11. Split the accounting by clicking the add split link (an additional row displays) and then using the drop-down list to
select the appropriate opftion for the split. In this example, the opftion selected for the split is % of Price.

Accounting Codes 7 X
Select from your codle favorites -
Account Speedchart Dept Fund Program Class Project
546700 0663000001 1663000 111 53000 10105
Select from all values... Select from all values. Select from all values. Select from all values. Select from all values... Select from all values.

recalculate / validate values

Cancel

Accounting Codes ? X
Select from your code favorites -
Account Speedchart Dept Fund Program Class Project add split

546700 0663000001 1663000 111 53000 10105 (]

Select from all values... Select from all values... Select from all values... Select from all values... Select from all values... Select from all values... .
546700 0663000001 1663000 111 53000 10105 o] % Df P rI I:—_E

Select from all values... Select from allvalues.. Select from all values... Select from all values.. Select from all values... Select from allvalues..

pressprs o6 of Price

recalculate / validate values sl % Gf Qt}lr
Amount of Price
Amount of Qty

B3 o

12. Edit the new row by entering the appropriate accounting codes in the same manner used in previous
steps. Then enter the appropriate split values. In this example, the specified split is 50/50.

Accounting Codes 7 X
select from your code favorites A
Account Speedchart Dept Fund Program Class Project % of Price - add split
546700 0663000001 1663000 111 53000 10105 50 remove
Select from all values... Select from all values... Select from all values... Select from all values... Select from all values... Select from all values...
546700 0651000001 1651000 111 52000 10105 50 remove
Select from all values. Select from all values, Select from all values. Select from all values, Select from all values. Select from all values.
split Total 100% add split
recalculate / validate values  show monetary calculations
Cancel

13. Click the Save button when complete.

You have successfully split accounting at the line item level in your cart.
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