
How to Add Multiple Accounting 
Distributions to a DP-EZ



The total amount from the “Other” tab 
is brought forward to the Accounting 
Distribution screen.



Enter the 1st Index Code and tab 
through to the Acct Code* field.

Enter the 1st Account Code and tab to 
the Amount* field.

Enter the Amount to be charged to 
the 1st index.

Click on the “Save” icon in the upper 
left hand corner.



The Balance to be Allocated amount 
recalculates to indicate how much is 
left to be allocated.



Click on the Insert Record icon.



The Accounting Information block now 
has a new, blank accounting record.



Enter the 2nd Index Code and tab to 
the Acct Code* field.

Enter the 2nd Account Code and tab 
to the Amount* field.

Enter the Amount to be charged to 
the 2nd index.

Click on the Save icon in the upper 
left hand corner of the window.



The Balance to be Allocated 
amount recalculates.



Click on the Insert Record icon.



The Accounting Information block again 
has a new, blank accounting record.



Enter the 3rd Index Code and tab to the 
Acct Code* field.

Enter the 3rd Account Code and tab to 
the Amount* field.

Enter the amount that’s going to be 
charged to the 3rd index.

Click on the Save icon in the upper left 
hand corner of the window.



When the Balance to be allocated 
field is 0.00, you’re ready to 
complete the DP-EZ.

Click on the Complete icon.







The three accounting distribution lines are 
listed on the Direct Pay Approval Form.


