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Split Accounting

2 Drexel University | Ariba Implementation 

➢ Split accounting may need to be utilized if the spend is being split among multiple FOAPALS

➢ Steps can be taken to split the accounting amount multiple FOAPALS manually via Ariba or en masse via Excel

➢ See slides 9-10 for splitting via Ariba and 11-26 for splitting via Excel 



Split Accounting

➢ Sign into Ariba Guided Buying via SSO

Click on the “Requisition & 

Approvals” tile
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Split Accounting

Click on the desired requisition 

type, shown is the “Create a 

Non-Catalog Requisition” tile
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Split Accounting

Complete 

the 

Requisition 

form
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Click the “Add to cart” button
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Click the “Cart” icon button
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Split Accounting



Split Accounting

Fill out document
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Split Accounting

Ensure that account 

information is entered
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Split Accounting

Click “Split accounting”
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Split Accounting

Select the split 

accounting type from 

the dropdown
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Enter the Percentage, 

Quantity, or Amount. 

NOTE: These must add 

up to the total of the 

line item or 100%
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Make accounting 

selections for the 

split
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To remove a 

split, click the 

trash can
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Split Accounting

Click on the “Link to SAP 

Buying & Invoicing” tile
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Split Accounting

Find the document that was 

saved in Guided Buying and 

click on the PR ID
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Split Accounting

Click the “Edit” button
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Split Accounting

Scroll down to “Line Items” and 

ensure that the box has a 

checkmark

Click “More” 
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Split Accounting

Click “Export Accounting”
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Split Accounting

Enter the number of 

Accounting Splits

Click “Ok”
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Split Accounting

Open the Excel file that 

was downloaded
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Split Accounting

Enter the FOAPAL 

information for each 

Accounting Split. After, 

save the file

Enter the % split for each 

Accounting Split. DO NOT 

change column I or J, they 

will automatically calculate
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Split Accounting

Navigate back to Ariba, 

click “Import Accounting” 
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Split Accounting

Click “Choose File”
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Split Accounting

Click “Open” 

Choose the Excel file you 

saved from your desktop
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Split Accounting

Click “Ok” 
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Split Accounting

Click the “Actions” button and 

select “Edit” from the drop 

down menu

Make sure the appropriate 

line item box is checked
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Split Accounting

Confirm that all splits were 

added properly
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Split Accounting

Click “OK” 
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Split Accounting

Click “Submit” to 

submit the PR
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