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Team
EEGEWQH
Marketplace 9.2.38 eProcurement:
Allocate Req Line by Percentages using the
Distribute by Quantity default.
Quick Reference Guide

Use this guide to understand how to split req line distribution by quantity using percentages. The
req line scheduled amount can be allocated by percentage per the chartfield of choice, individually
or via mass change. The total percentages of lines cannot exceed 100%.

Step Description

1. | Sign into PeopleSoft

2. | Create a new ePro Requisition using either of the following navigation options:

Use Home Page Tiles: Click on the Procurement tile, then select eProcurement > Requisition OR

Use NavBar: Click NavBar icon i , Click Navigator option, then Select eProcurement > Requisition

3. | a) Review the pre-populated (Requester default) values on the Requisition Settings page.

b) Decide to either accept the “Default” values as defined or “Override” the defaults on this page.

c¢) Make changes if using the Override defaults option, otherwise click “OK” and proceed with
creating your requisition.

Expand the requisition line you want to split individually.

e Click on the triangle next to the line number followed by the one next to the Accounting Lines.

4. | First adjust the existing line that is defaulted to 100% with one of the desired percentage.

Add additional lines to split the percentages, ensure they total 100%.

Update the relevant chartfields to split by fund, department, class, program, etc.
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Distribute by Quantity default.
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Requisition Lines 7
Line Description Item 1D Supplier CQluantiy uam Price Total Details  Comments Delae
T ga HP Laserlet MiS3dn Laser 10000  Esch prEon B B gt 1]
Print i
Shipping Line 1 *Ship To  PO_008003 a, Add Shipte Comments Quantity 1.0000 Fi=
Address el Price a0
P
Ty e e e
Adanta, GA 30349
Attention To il M),
Due Dats £
Accounting Lines
__-* *Distribute By [0 Y] SpeedChart
Accounting Lines irst (4 1-2ef2 Las
Chartfields1 Chartfields2 || Details Details 2 Asset Information
Line Status DistType  “Location Quantity Marchandies Amt GL Unit Entry Event
1 Open PO_DOG002 (e} 160.02 #7400 a, a +| [=
2 Open PO_00G002 a BO7.07 #7400 a a #: [=]
—
Accounting Lines
*Distribute By (S0 v SpeadChart f=
Accounting Lines
Chartfields1 Chartfields? Deetails Dietails 2 ==t Information f=set information 2 =w
“spcount Fund *Dept Fund Src Program Clapz PG Bus. it Project
912003 @ [i0100 & @gra0E20401 & & P30z |G Bol &, |aT200 a p o |
514003 g 10100 a H740A20400 g m g, B9302 |g B0t g, Avs00 g m a,

e If 2 or more lines exist already, delete all lines except 1. Update the percentage to 100 and start
over brand new.

Click on the Mass change option.

Reguisition Lines
Lirwg Cu berm D Dietails
Bt oo HP Laserdes MS534n Laser | ) i)
i
Shipping Line 1 “Ship To PO _DOS003 a, Add Skipaa Commesis Quantity
Address w Price
Atlarts, T4 3034E
Aentn o M—
Duse Date e
Accounting Lines
Select ANl Desalast A Select hnes to i A 10 FEvErRes Wl Asd s Templane|s) I__-.,'fasi Changs
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Allocate Req Line by Percentages using the
Distribute by Quantity default.
Quick Reference Guide

e Enter the lines and percentages. All must total 100%.
e Only need to provide the chartfield values you are changing here.

Edit Lines/Shipping/Accounting for Selected Lines

n below does not reflect the d.
will replace the data in th

the requisition lines. When the "OK’ button
on the selected lines that are availab

Supplier ID Q Supplier Lecation
Buyer a Category =N
Shipping Infermation
Ship To Location 2
Due Date o Attention

Comments

Accounting Lines

SpeedChart v
Plea e sehe = rtfies =
Accounting Information Personaize | Find | 2 | B Firse 1-2of2 La=
Chartfields1 Details Assat Informatan (sl
Diet Percent Location GL Unit Account Fund Dept Fund 8rc Frogram
£0.0000 q, 474 2 Q Q 4, 4,
§0.0000 474 2 Q Q 2, 3
.3
Load Values F Ded
Cance
Disfribution Change Options
Help
For 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 ne numbers

'REpIa ce Distribution Lines

& existing distribution lines and replace with the distribution Bnes chanpges

OK Cance

Replace all existing lines and Click OK.

e Review to make sure the distribution displays as expected.

e Save and Submit the requisition for approval.

*Please refer to the Distribute by Amount Quick Reference Guide to split by amount.*

30f3




