
In the Transaction Summary page, you will need to “Expand All” then click on the “Split Transaction” 
icon for the transaction you would like to split. 

 

 

 

 

 

 

 

 

 

 



The Split Transaction screen will appear. Enter in the number you want the transaction split (ex: 2) 
then click the plus icon (shown below). Now you can change the amount(s) by which you want the 
transaction split (example: $19.00 and $57.00, total $76.00). Then click Save. 

 

 

 

 



Now click Expand All and Edit Accounting Codes. Enter in purpose/benefit, account and cost 
center information for each transaction then save. After clicking save you will need to Expand All 
and print this page 

 

 

 

 

 

 

 

 

 



The Transaction Summary page will only list account and cost center information for non-split 
transactions. 

 

To cancel a split Transaction go to the Split Transaction page, click “Select All” box and then click 
the delete/remove icon.  

 


