
Quick Guide - Split Funding by Dollars  (05-22-09) 
 
 

Split funding by dollars can be done with multiple line items or one single item. 
 
In an active cart, 

 Click “Review” in the upper right-hand flow chart. 
 
 

 Click the “Funding” tab. 
 
 
Scroll down to Supplier/Line Item Details. 
 

 Click “Ext. Price” box by the line item that you wish to split. 
 
 
 
 
 
 
 

 Click “Edit.” 
 

 Click “add split” (once for each additional split). 
 
 
 
 
 
 
 
 
 
 
From the drop-down menu, 

 Select “Amount of Price.” 
 
 

 Enter dollar amounts/account codes/fund codes as needed. 
 
 
 
 
 
 

 



 
 
 



 Click “recalculate/validate values.” User will receive an error message if the amounts do not equal the total. 
 
 
 
 
Correct the error and 

 Click “recalculate/validate values.” 
 
 
 

 Click “Save.” 
 
This message will appear in the funding block: 
 

 Complete the PR using instructions – 
o Edit the Cart 
o Review the Cart 
o Submit the PR 

 
 Follow the instructions for Requisition and Purchase Order Follow-up. 
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