
  
 

How to Add Multiple Accounting 
Distributions to a DP-EZ  



The total amount of the Travel/Other, Meals, 
and Lodging tabs is reflected in the Balance to 
be allocated. 
 
 
The sum of all Accounting Information records 
needs to sum to the Balance to be allocated 
amount. 



Input the first Index Code, Account Code and dollar 
amount. 
 
Then select the Save Icon.  
 
The Balance to be allocated will be updated. 



The Balance to be allocated now shows that of the 
original $675.00 that $500.00 has been coded for 
expense and the balance remaining is $175.00

Perform a Next Record from the menu by selecting 
Record and then Next or by selecting the Icon for Next 
record. 
 
Input the second Index Code, Account Code and 
amount. 
Select the Save Icon to calculate the remaining 
balance. 
Repeat the steps outlined on this page until the Balance 
to be Allocated is $0.00. 



The balance to be allocated is now equal to zero.  
 
Select the Complete button. 



Select the Yes button to print the DPEZ 



Section I of the DPEZ is the Accounting section that reflects the split 
out of the Indexes and Accounts that are used to pay the DPEZ. 




