
Question 
How do I split a transaction against more than one set of account codes? 
 
Answer 
Ok, say you have an invoice for $1,455.00 and you need to split the cost across the 
following codes:- 
A102 245  $450.00 
A102 123  $500.00 
E118 517  $505.00 
From your Home page select the transaction by clicking on the green tick for the 
transaction 

 
 
This will take you into the transaction. 



 
Then type in the purpose and then tab through the item details. Type in the Description 
and select the expense type and then click in the price box and type in the amount for 
the first account code you want to process  (Eg in our example $450.00).  Tab through 
to the account code (changing the Tax Code if necessary – if there is no GST on the 
item then select NOGST from the list on the right hand side of the screen). Type in the 
invoice number. In the Fund Org Account Program etc, type in the relevant account 
codes. 

 
To add the next account code, click on the Add Item button and fill in the details for your 
second set of account codes and when you have finished entering the details for these 
codes, press the Add Items button to enter the next lot of codes. 



 
You will notice that there is a total at the bottom of the screen that shows you what the 
items that you have entered.  This will add up to the transaction total. 
You can add as many items that you need to (simply click the add item button for each 
new item you need).  Once you have all you items completed, click on the submit button 
and go in and attach your scanned documents (see Attaching scanned documents in 
ProMaster). 
 


