
 

Splitting Transactions in Commerce Bank 
(Re-designed Commerce Bank website) 

Click on the row of the transaction you want to work with to reveal the Action Icons. 

 

 

1. Click the SPLIT TRANSACTION Action Icon link. 

 

 

 

 



2. If only splitting twice, click ADD SPLIT (in lower left hand corner).  If splitting more than two times, indicate 
the number in the “number of splits” field then click the green split button. 

 

Follow the color-coded numbers below and the numbered pictograms in the screen shot as you move through the 
instructions. 

3. Add notes for each part of the transaction. 
4. Allocate transaction (how much is going to each budget account). 
5. Code transaction (change object code, or other account segments if need be). 

 



6. Scroll to the top of the web page and expand the section labled WORKFLOW. 

 
7. Check Reviewed box. 
8. Re-type the notes from both parts of the split (Step #3 above). 

 
9. SAVE. 

 
10. Click Back to Search in upper right hand corner of screen. 

 


