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Procurement document lines can be distributed at the time of document creation or document revision.
Many expensed items/services that are procured need to be distributed across multiple G/L Accounts. The process enables users to define multiple expense accounts for a single procurement line item. This allows the State to take advantage of volume discounts since the original quantity and amount remains the same.
This functionality transfers with procurement documents as they are generated or released.
Users can choose between three methods of distribution:  
 
o Fixed Amount - total dollar amounts are defined at the business Unit. Object account level 
o Fixed Quantity - total quantities are defined at the business Unit. Object account level 
o Percentage - total dollar distribution is defined by a specified percentage at the business Unit. Object account level 
 
Account distribution is determined at the line level; therefore, each line of a procurement document can have different distribution methods, business Unit. Object accounts, and quantities. 
 
Method of distribution cannot be changed once it is defined; however, distribution within the method can be revised. Revisions to lines fall within Document Approval requirements.  After a receipt has been made against a line, business Unit. Object account distribution cannot be revised. 
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Procedure




	Step
	Action

	1. [bookmark: T5_F102]
	Enter detail information regarding purchased item(s).

Business Unit. Object Account distribution can be done during document creation or document revision.

Note: When entering detail lines to a document that will have account distribution applied, use account number 9000.554900 on the detail line(s).

If applying account distribution to a pre-existing document, revise account number on detail line(s) to 9000.554900 prior to applying account distribution.






	Step
	Action

	1. [bookmark: T5_F62]
	Check the box to select the detail line to be distributed between multiple business Unit. Object accounts.


	1. [bookmark: T5_F64]
	Note:  Row options can also be selected by Right- Clicking on the selected line within the grid.

Click the Row button.


	1. [bookmark: T5_F105]
	Click the Account Distribution menu.






	Step
	Action

	1. [bookmark: T5_F96]
	There are three methods of distribution:

o Fixed Amount - total dollar amounts are defined at the Business Unit. Object account level

o Fixed Quantity - total quantities are defined at the Business Unit. Object account level

o Percentage - total dollar distribution is defined by a specified percentage at the Business Unit. Object account level


	1. [bookmark: T5_F68]
	Click the Distribute by list.


	1. [bookmark: T5_F70]
	This example illustrates the Fixed Amount distribution method.


	1. [bookmark: T5_F72]
	Click the Refresh button.


	1. [bookmark: T5_F74]
	Method of Distribution determines availability of fields on the detail line.

Fixed Amount = Distributed Amount
Fixed Quantity = Distributed Quantity
Percentage = Distributed Percentage


	1. [bookmark: T5_F76]
	Populate the appropriate Field with the desired distribution as determined by Distribution Method.





	Step
	Action

	1. [bookmark: T5_F78]
	Enter the next Account Number to be included in the distribution.

There is no limit to the number of Account Numbers per distributed line.

Continue process until the remaining balance is equal to 0.

NOTE: The system requires 100% distribution of a line and will NOT allow end users to continue until the line is completely distributed.


	1. [bookmark: T5_F80]
	Enter the desired information into the Account Number Field. 





	Step
	Action

	1. [bookmark: T5_F138]
	Click in the Distributed Amount field.


	1. [bookmark: T5_F82]
	Enter the desired information into the Distributed Amount Field. 

	1. [bookmark: T5_F84]
	Click the Distributed Amount object.


	1. [bookmark: T5_F86]
	Click the OK button.






	Step
	Action

	1. [bookmark: T5_F135]
	NOTE: Account Number ion detail line is now populated with "***ACCOUNT DISTRIBUTION***.

	1. [bookmark: T5_F90]
	Click the OK button.


	1. [bookmark: T5_F92]
	Click the Cancel button.


	1. [bookmark: T5_F94]
	Click the Close button.


	1. [bookmark: T5_F3]
	
End of Procedure.
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