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While in the reconciling screen, you will have the option to split a transaction into 999 different GL

codes.

Chose the transaction you wish to split and chose “split record”.
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REFERENCE INFORMATION
Search Results Record ID 204939120 Record Date 08/05/2009

Record Detail Record Type Transaction Supplier USPS 182034011333050PS
Hame LEHMAN, ANGELA City DEKALBE
SPLIT INFORMATION PAYMENT INFORMATION
# of Splits ] Subtotal 28.00
Split Total EI Total Tax 0.00
Split Remainder 28.0000 Record Total 28.00 USD
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Chose the number of splits you would like.

Chose “Add Split”.
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Put in the amount of each split and a description.

“Save Changes” if you are done or “Add Split” to add another split.
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The program automatically figures the percentage.
When you are done, “Save Changes”.

Go back to reconciliation.



