
MULTIPLE FOAPS ON A REQUISITION



MULTIPLE FOAPS ON A REQUISTION
• Changing a FOAP for one line item
• Splitting a FOAP on one or multiple line item(s)



CHANGING A FOAP ON THE LINE ITEM
• To change the FOAP on one line item, click on 

the truck beside that line item.
• Scroll down to the FOAP, click the three dots to 

the right and choose Edit.



CHANGING A FOAP ON THE LINE ITEM
• This can be done two ways
• Select Enter charge account number
• Click in the FOAP and back out the fields that 

need to change and type in the correct one 
and choose it when it drops down. Click on 
Create.

OR
• Click the box to the right of the accounting 

string.
• Click on each field, type the correct number 

and choose it when it drops down.



CHANGING A FOAP ON THE LINE ITEM
• When the FOAP is correct, you will need to 

click in the box with the accounting string 
to make the Apply button active.

• Click Apply
• Click Update
• Click Save and Close



SPLITTING A FOAP ON A LINE ITEM(S)
• To split it on only one line, click on the truck 

beside that line item.
• To split several lines using the same 

accounting strings, click on the box beside 
each line item that you need to split and click 
Edit Multiple.



SPLITTING A FOAP ON A LINE ITEM(S)
• Click on the three dots and 

choose Split
• Select Enter charge account 

number



SPLITTING A FOAP ON A LINE ITEM(S)
• Click in the FOAP and back out the fields 

that need to change and type in the correct 
one and choose it when it drops down. Click 
on Create.

OR
• Click the box to the right of the accounting 

string.
• Click on each field, type the correct number 

and choose it when it drops down.



SPLITTING A FOAP ON A LINE ITEM(S)
• Choose how you are going to split the line 

item, by quantity, amount, or percentage 
for this FOAP.

• Click Create



SPLITTING A FOAP ON A LINE ITEM(S)
• The line item(s) are now split between the two FOAPs.
• Click Save and Close
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