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Navigate to the following path: 

eProcurement  Create Requisition 

  
The Create Requisition page opens. 
 
Enter your requisition following the procedures for Description Only or Amherst 
Marketplace as appropriate until 3.Review and Submit 
 
 

Step 1.  
Click the Review and Submit Tab link on the Create Requisition page. 
 
 

  
The 3.Review and Submit Tab appears on the Create Requisition page. 
 

 We need to to split the cost between 2 budgets.  This is is called a Split Distribution.  
A budget row may be split out to as many as ten chartfield strings. When you split 
distributions, the sum of all amounts must equal the Total Price value of the line. 
The dollar value of a purchase can be split between budgets 2 different ways: 

• By Quantity, or 
• By Amount  

To split the budget distribution, we need to add a new accounting Row to Line 1 and 
insert new Chartfield information for the 2nd budget to be charged.  In this example, 
we will split the Line by Amount. 

Review & Submit
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Step 2. Click the Expand Section icon ( ) for Requisition Line 1 to expand that line. 

 
Requisition Line 1 with expanded details. 

Step 3. Scroll over to the right to the end of the Accounting Lines 
 Click the Add a New Row Icon( ) button for Accounting Line1. 

 

Accounting Lines 
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 A new row is inserted on Line 1 

Step 4.  

Click in the SpeedChart field for Row 2. 

Step 5.  
Enter your speedchart   Tab out of the field 
 

Step 6. Click the Distribute by drop-down arrow 

Step 7. 

Select Distribute by: Amt (Amount) from the list:  
 

Second 
line 
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Step 8. The page will refresh and the SpeedChart will disappear and the appropriate 

chartfields will be entered. 

 

Step 9. Click in the Amount field, Row 1, at the beginning of the entry. 

 

Step 10. Delete the amount and enter the appropriate amount for line 1 and Tab out of field. 
 

Step 11. Click in the Amount field for Row 2. 
 

Step 12. Enter the Total Price balance and Tab out of field. 
 

Step 13. 
Click the  button to save the requisition and submit it to Workflow. 
 

 
 

  

The Requisition Confirmation page opens. 

Make note of your requisition ID 

Amount

Save & 
Submit 
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Click the budget check button at the bottom of the page to budget check the 
requisition 
 

 END OF EXERCISE 

Requisition ID
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