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Changing Accounting Defaults on Existing Lines.
Quick Reference Guide

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”.

&

Procurement WorkCenter | -]
Main Reports/Queries Pagelets Manage Reqwsmons

@ Links | 6.4 || : | Search Requisitions
To locate requisitions, edit the criteria below and click the Search button.
. Dashboards Business Unit| & Requisition Name. .
Procurement Dashboard Requisition 1D Q Request State] v
Date From |03M15/2022 15 Date To|03/22/2022 )
' eProcur(.er.n.ent Requester Q, Entered By Q
Requisition
o Manage Requisitions Search Clear Show Advanced Search

The req details are displayed below the Search Icon:
e Select Action > Edit
e Click Go to access the Review and Submit Page.

Requisitions %

To view the lifespan and line tems for a reguisition, click the Expand triangle icon.
To edit or perform another action on a reguisition, make a selection from the Action dropdown list and click Go.

Req ID Requisition Name BU Date Request State Budget Total
_ 225 0OMP-SCW-10- - 01/21/2021 Pending Valid 1,593.20 USD 3 [Select Action] Go
HEADSETS... Approvals
Cancel
Copy
Edit
Create New Reguisition Manage Receipts View Cycle

View Print

e 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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Messzage
This reguisition is pending approval. Editing this requisition may renitialize approval process. (18033,6248)
O Cancel

Click on the Mass Change hyperlink.

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.).

Add Maore ltems

2 & &

=]

e 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.)

Chartfields1 || Details

e Click OK
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e Or you can Load Values from Defaults and replace the codes that need to be updated

Distribution Change Options

ted requisition lines that are svailable for sourcing, apply distribution changes to

u

"AII Disfribution Lines
Apply changes to all existing distribution lines
Matching Distribution Lines
Replace Distribution Lines

lemowve the existing distribution lines and repls

DK Cancs

Apply changes to each existing distribution line by matching the distribution Ene numbers.

Help

e Apply the changes to the distribution lines selected. You can also choose to replace the

distribution lines if existing lines are already spilit.

Click OK

Review to make sure the distribution displays as expected
Proceed with other required edits

Save and Submit the requisition for approval

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

Expand Ines to revien shipping and sceounting datsils P Add Mo ltems
Requisition Lines
lizm | Quanity uom Pric= Tatal Deimil:  Commesiz Dol
20000 Unis 60.9200 130,84 B, 3 7]
10.0000) unis 137.0100 137010 IJ D
Shipping Line 1 *ShipTo  PO_I15003 Q Adé Shipts Commants Quaniity 10,0000 =
Adaress Price 1376100
Attenticn To
\ Dus Date
Accounting Lines
Distribute By  [S Y| spesdChart Q
Accounting Lines
Chartfelds] | [ Charthede2 | Defsils || Detsis 2 || Asset Information || Acset Information 2 || Budge niorma =
=4ccount Fung *Dept Funa src Progrsm Clans PCBusUNE  Project achvity
B14005 o [10100 3 o o, Be0101 |o, BOT |a 100 (o 01 a
st ELL LABELS 100000 Units 21700 4270 = © aag 5]
., it 4270 . - -
4 o000y Unie 1700 270 3 > aca 5]
50000 Unie 23700 2108 3 O pad o
5 FRING AND HAHDLING [ Uniits 34.0000 34.00 = O Add T
B o SHIFFING AND HAHDLING 1000 Unis 3 3 K 52 > Add 1]
SelectAll | Deselect Al Select lines to: gl Add to Favonites 3 Add to Template(s [l Dezte Seeated = ]

¢ Click Mass Change
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e Scroll to the right and Click on the plus sign to add additional row or rows (e.g. split by

department)
Accounting Information Personaize | Find | (21| [BD First 1 Las
Chartfields1 Details Ascet Information | [Fom
Source Typs Product EE?;L“;B Eud Ral AMiiats Fund & \
L o Q | o Q & ) ==
4
¢ Provide the applicable percentages
e Enter the GL Unit on each line and tab out of the field
¢ Input the the department values to split the charges
e Click OK
Accounting Information Personalize | Find | 21| ER Firss 1-20f2 Lal
Chartfields1 De=tails Asset Information | [FTTH
Dok Percent Location GL Lnit Account Fund Dapt Fund Src Program
1 50.0000 a, . O a a [H11z00151 |q a
2 £0.0000) QO — O Q @ [+410400158 | a
]
\. Load Walues From Defaults
0K Cance

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

Distribution Change Options

Faor the selected requisition lines that are available for seurcing, apply distribution changes o
Matching Distribution Lines

Apply changes to each existing distribution line by matching the distribution Ene numbers.

Remowe the existing distribution lines and replace with the distnbution Bnes chanpes

IE'K Canc=

Click OK

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