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NOTE: The Accounting Distribution may be split at either the Header level for the entire order, or by each PO line item.

I. Accounting Distribution at the Header Level

Accounting Distribution(s) at the Header level will apply to the entire PO. The Checkout page outlines the steps to
take before the cart can be submitted into requisition workflow. A yellow banner at the top of the page provides
specific instructions about what needs to be done. In the example below, the Accounting Distribution must be

completed.
1. Select the Accounting Distribution tab.

2. Click the edit button.
UShop

MARKETPLACE
W Shop > My Carts and Orders > Open My Active Shopping Cart™ > Accounting Distribution - 98548072 - Draft Requisition

« Return to shopping cart

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

* Required field: Account
s Required field: Acct Dist Shortcut

A The A/U is only required if using a BUO1 Activity and an Expense Account (Account Range: 60000-79999). For all others, you must leave this field empty. 1 = Allowable; 0 =

Unallowable
* Empty field: A/U

Requisition: 98548072 Accounting Distribution
Room Reservatians for February Meeting
Status: Draft Acct Dist Shortcut BU org Fund Activity Project Account AU
Document Total: 55000 USD e
What's next for my order? N
© Required © Required & Empty field \_/
field field &

Requisition

General

v
Shipping o v Lines
=i S

Selected Line Item Actions w

UNIVERSITY GUEST HOUSE & CONFERENCE
Accounting Distribution B
Ut moinfo..
LB L = Product Description Catalog No Size / Packaging  Unit Price Quantity Ext. Price [
External Notes and Attachm... 1 University Guest House Room Reservation Request 5] more info.. 22000 1 22000UsD
Accounting Distribution (same as header)
—

Three editable fields will be displayed:

1. Acct Dist Shortcut. This is the numerals 02-XXXXX (Org ID). This shortcut will populate the rest of the
Accounting string after you click on recalculate or Save.

2. Account. Type the numerals 02-XXXXX (Account Code)

3. A/U.This refers to Allowable/Unallowable funds for BUO1 expences. For BU02 orders (Hospitals and Clinics)
ALWAYS LEAVE THIS FIELD EMPTY. The system will give you an "Empty Field" warning, but this will not
prevent you from submitting your order.

4. Click the Save button.

Accounting Distribution

Select from your code favorites I:I

Acct Dist Shortcut BU Org Activity Project Account AU add split

2-91029 02 #1029 p2-62500 |
Selectfrom  Select from =
Select from all values... 8 Empty field

Select from profile values... all values. all values,
Select from all values... © Required field

@ Required field

recalculate / valiclate values




Il. Accounting Distribution Split at Header level
To split the Accounting Distribution for the entire PO at the Header level, click the edit button.

Accounting Distribution Document Actio History | (&) | 7
Acct Dist Shortcut BU Org Fund Activity Project Account AU m
02-91029 02 91029 02-62500
UUHIPC 234 NBICU  Un veartsirtf Hospital  UUH IPC 23A NBICU SUPPLIESOFFICE | 4 Empy field
Chnics

Click the add split link that appears.

Accounting Distribution ? X
Select from your code favorites l:l
Acct Dist Shortcut BU Org Fund Activity Praoject Accaunt AU add split
p2-91029 |0 91029 p2-62500 il
Select from profile values... ;Tli:luf:;?l‘ S:I i‘;j:;? Select from all values... & Empty field

Select from all values...

recalculate / validate values

m Cancel

1. The system copies the existing Accounting Distribution to a new line. Edit the new Acct Dist Shortcut and
Account fields as needed, to provide a different Accounting Distribution.

. The A/U fields remain empty.

. Click to open the dropdown to select type of split.

. The split types include %Price; % Quantity; Amount of Price.

. After selecting the split type, fill in the % or $ amount for each Accounting Distribution line.

. Click Save

Ol WN

Accounting Distribution 7 X
Select from your code favorites r e e

Acct Dist Shortcut BU Org Fund Activity Project Account AU

02 91029 02-62500

Select Select Select frilin all values...
fromall from all

values... wvalues..

Select from profile values...
Select from all values...

& Empty field

remove

02-91029

Select from profile valll

02 91029 02-62500
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from all
g valuer

rom all
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Cancel |
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lll. Accounting Distribution Split at PO Line Level
1. Click the edit button on the right side of the PO Line you want to address.

Requisition: 98548072 Accounting Distribution

Room Rese

ns for February Meeting

Status: Draft Acct Dist Shortcut BU Org
Document Total: SBH.?CI usp 02-91029 02 91029
Ll i L e UUHIPC 234 NBICU  University Hospital  UUH IPC 234 NEICU
& Clinics
Requisition
General v
Shipping v pnes
Billing v
UNIVERSITY GUEST HOUSE & CONFERENCE
Accounting Distribution v U oo
Internal Motes and Attachm... Product Description
1 University Guest House Room Reservation Request [£]
External Notes and Attachm... Accounting Distribution (same as header)
Additional Approvals v
Supplier Information v .
£ 2 University Guest House Room Reservation Request |
ERalRe e v Accounting Distribution (same as header)
PR Approvals
3 University Guest House Room Reservation Request 5|
Comments Accounting Distribution (same as header)
Attachment Overview o

4 University Guest House Room Reservation Request |

PO Preview Accounting Distribution (same as header)

Fund

more info..

more info...

more info...

more info...

Activity

Catalog No

Project

Document Actions w | History | (&) | ?

Account AU
02-62500
SUPPLIES:OFFICE &, Empty field
&

Size / Packaging Unit Price Quantity

220.00

110.00

110.00

110.00

1

Selected Line Item Actions w

Ext. Price
220.00 USD

110.00 USD
110.00 USD

110.00 USD

Supplier subtotal 550.00 USD
This will bring up editable accounting distribution fields for that line only.
Once again, you will see the option to add split in the upper right corner.
Click on add split and repeat the steps in section Il, above, for each PO Line as needed.
Accounting Distribution ? X
Select from your code favorites v
Acct Dist Shortcut BU Org Fund Activity Project Account AfU add
split
02-91029 02 91029 o2-62500 1
Select from profile values... Select Select Select from all values...
Select from all values... from a from all
values... values...

m Cancel

recalculate / validate values




IV. If an Accounting Distribution is added at the

Header level, it will apply to all lines that are not specifically edited. A message at each line will indicate whether:
1. The Accounting Distribution is unique, or

2. The Accounting Distribution is the same as the Header.

Accounting Distribution Document Actions w | History | (B) | ?

Acct Dist Shortcut BU org Fund Activity Project Account AU oiit
02-91029 02 91029 02-62500
UUH IPC 23A NBICU  University Hospital  UUH IPC 234 NBICU SUPPLIES:OFFICE & Empty field
& Clinics o .
copy to other lines

& Accounting Distribution values vary by line

Lines

Selected Line Item Actions w

UNIVERSITY GUEST HOUSE & CONFERENCE
U more info...

Product Description

Catalog No Size / Packaging Unit Price Quantity Ext. Price
1 University Guest House Room Reservation est[S]  more info.. 220.00 1 220.00 USD
Accounting Distribution
E values have been overridden for this line
Acct Dist BU Qrg Fund Activity Project Account AU % of Price
Shortcut
02-91029 02 91029 02-62500 50%
UUHIPC 23A University UUHIPC 23A SUPPLIES:OFFICE % Empty
NBICU '_DSF@I & NBICU field &'
Clinics
02-91499 02 91459 02-62500 50%
UUH ENT 334 University UUH ENT 33A SUPPLIES:OFFICE 3 Empty
MINERS HOSP Hospital & MIMERS HOSP & .
ield &
Clinics
copy to other lines
2 University Guest House Room Reservation Request 5|  more info.. 110,00 1 110.00 USD
Accounting Distribution (same as header)
edit
3 University Guest House Room Reservati tE moreinfo.. 110.00 1 110.00 USD
Accounting Distribution (same as header)
edit




