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Use this guide to understand how to modify accounting defaults on existing lines. You can update 
all lines or specific lines using the mass change option on the Edit Requisition - Review and Submit 
Page. Additionally, you can individually modify the accounting distribution by expanding the 
Accounting Line section. 

 
Step Description 

1. Sign into PeopleSoft 
2. Pull up an existing ePro Requisition using either of the following navigation options: 

HomePage Tiles: Click on the Procurement tile, select eProcurement > Manage Requisitions OR 

Use NavBar: Click NavBar icon , Click Navigator option, then Select eProcurement > Manage 
Requisitions 

3. Enter the Agency Business Unit, Requisition Id and Click “Search”. 
 

 
 
The req details are displayed below the Search Icon: 

• Select Action > Edit 
• Click Go to access the Review and Submit Page. 

 

 
• Ignore the message below and click OK. The warning is letting you know that the req is 

pending approval, editing the funding/accounting distribution should not restart the approval 
process. 
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4. Select All the lines or specific lines you would like to change (e.g. modify the Account, department, 
fund, fund source, program, project code, special purpose, etc.). 

 
Click on the Mass Change hyperlink. 

 

 
 

• Enter the GL Business unit and tab out of the field 
• Input only the distribution values you want to replace (e.g. fund src, program, etc.) 
• Click OK 
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 • Or you can Load Values from Defaults and replace the codes that need to be updated 

 

 

• Apply the changes to the distribution lines selected. You can also choose to replace the 
distribution lines if existing lines are already split. 

• Click OK 
• Review to make sure the distribution displays as expected 
• Proceed with other required edits 
• Save and Submit the requisition for approval 

5. Select All lines or specific lines that need to be split (e.g by department, fund, fund src, class, etc) 
 

 
 

• Click Mass Change 



9.2.38 eProcurement: 
Changing Accounting Defaults on Existing Lines. 

Quick Reference Guide 

Version 1.0   1/27/2020 

4 of 4 

 

 

 
 

• Scroll to the right and Click on the plus sign to add additional row or rows (e.g. split by 
department) 

 

• Provide the applicable percentages 
• Enter the GL Unit on each line and tab out of the field 
• Input the the department values to split the charges 
• Click OK 

 

• Select to replace the existing distribution line or lines with the newly split lines by department 

 

• Click OK 
• Review to make sure the distribution displays as expected 
• Proceed with other required edits 
• Save and Submit the requisition for approval 


