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Step-by-Step Guide 
Splitting Accounting Lines 

In This Guide 
 
This guide demonstrates how to split accounting for an item in your shopping cart.  
 
 
 
You can split the 
accounting in the    
header section  
or by line item. 
 
 
 
 
 

 

 

 

 

 

Procedure 

1. Access your shopping cart by clicking the shopping cart link in the upper right corner of the 
page… or by selecting carts on the navigation bar. 

2. After reviewing the shopping cart, click the Proceed to Checkout button. 
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3. Click on the Accounting Codes tab or chevron, located at the top of the page. 

4. Scroll down to the line item section where you can enter accounting information for the line 
item. 

5. Click the edit button. 
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6. Enter the Account String. 

 Enter the Account String.  You can click the recalculate /validate values link to validate 
the field. 

 If you need to search, click on the Select from all values…. link to search for the 
SpeedType. 

7. Enter or search for the Commodity, Sub Code and Fiscal Year. 

8. Split the accounting for the line by clicking on the add split link (an additional row displays) 
and selecting the appropriate option for the split. In this example, the split is % of Price. 

9. Enter the appropriate split value. In this example, the split is 50/50. 

10. The accounting values entered in the first row will copy into the new row. You can enter the 
appropriate accounting codes in the new row in the same manner used in previous steps. 

 

11. Click the  button. 

 

You have successfully split accounting for an item in your shopping cart.  

 
Your Next Step 
 

Shoppers:  Requesters: 

See the Assigning Shopping Carts 
Step-by-Step Guide, where you’ll learn 
how to: 

 See the Proceeding to Checkout  Step-
by-Step Guide, where you’ll learn how to: 

 Assign shopping carts 
 Search for requesters 
 Assign default requesters 

 
 Add campus and shipping information 
 Add accounting and commodity code 
 Submit shopping carts as requisitions 

 


