How to Add Multiple Accounting
Distributions to a DP-EZ
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The total amount from the “Other” tab
Is brought forward to the Accounting
Distribution screen.

saction complete. Records applied and saved
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Enter the 1st Index Code and tab

through to the Acct Code* field.

Enter the 15t Account Code and tab to
the Amount* field.

Enter the Amount to be charged to
the 15t index.

Click on the “Save” icon in the upper
left hand corner.
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The Balance to be Allocated amount
recalculates to indicate how much is
left to be allocated.
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saction complete. Records applied and saved
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Click on the Insert Record icon.
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saction complete. Records applied and
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The Accounting Information block now

has a new, blank accounting record.
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Enter the 2@ 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 2d index.

Click on the Save icon in the upper
left hand corner of the window.
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The Balance to be Allocated
amount recalculates.
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saction complete. Records applied and savec
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Click on the Insert Record icon.
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saction complete. Records applied and
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The Accounting Information block again
has a new, blank accounting record.
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Enter the 37 Index Code and tab to the
Acct Code* field.

Enter the 37 Account Code and tab to
the Amount* field.

Enter the amount that’s going to be
charged to the 39 index.

Click on the Save icon in the upper left
hand corner of the window.
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When the Balance to be allocated
field is 0.00, you’re ready to
complete the DP-EZ.
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Click on the Complete icon.

saction complete. Records applied and saved
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The University of Mew Mexico

Dues, Fees
UNM Employee

Special Handling: Mail document with check

You have opted to receive a 'Direct Deposit' for this payment or reimbursement.

Payee: Narendra N Tarikere Date: 07-JUN-2006

Banner ID: 100001694 Requestor Department: Accounts Payable

‘Section | Accounting T

Index Code Index Description Code Account Description Amount
017002  161335-PURCHASISNG CA-General Activ 3100 Office Supplies General $95_DD;L
113000 113265-ACCOUNTS PAYAB-General Activ 3100 Office Supplies General $300.00
485001 127710-TAXATION ACCOUNTING 3100 Office Supplies General $200.00 Y|
Total Amount to be Paid / Reimbursed: $595.00

Section Il. Payment /| Reimbursement Expenses
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