How to Change Chartfield Distributions on
eProcurement Requisitions
Updated March 2007

Each end-user is set-up with a default chartfield string which automatically populates on the end-user’s
requisition. The end-user is responsible for updating the chartfield string on their requisition as appropriate.
The easiest and best way to change the chartfield string for all items on the requisition is to update the
funding on the Settings page prior to adding line items to the requisition. However, if various funding will
be used for various line items on the requisition, each line item distribution line will need to be updated by
the end-user.

How to Update the Funding for ALL Line Items on the Requisition:

Pathway: eProcurement > Create Requisition > Settings
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Click the Override radio button.
Requisition Defaults | Search Settings |

" Default [fyou select this option, the defaultvalues entered on this page are treated as part of the
defaulting logic and are anly applied if no other default values are found for each field. If default
values already existin the hierarchy, they are used, and the values on this page are not used.

+ Override [fyou selectthis option, all default values entered on this page override the default values found in
% the default hierarchy.

Under Distribution Defaults, enter the appropriate speedchart or use the look-up icon to select the
appropriate speedchart. Note — The speedchart is a shortcut for populating the individual fields. Instead of
using the speedchart option, each individual chart field (Operating Unit, Fund, Department, Project, etc.)
could be manually entered.
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Tab out of the Speedchart field and validate all fields updated appropriately.
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Click the OK button to save and apply changes to all line items on the requisition.
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How to Update the Funding for ONE Line Item on the Requisition:

Pathway: eProcurement > Create Requisition > Find Items > Add Line Item to Req > Review and Submit
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Click the Split Shipping and Accounting (truck) icon next to the appropriate line item to be updated.
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Click the Cost Distribution Info icon.

Shipping Information
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Terms Code

UTMBR QL |PPA €4 Mclaren Brenda K. 50,0000 ) Active 500,00 %IEI [+] [=]

Important: If a speedchart will be used to update the funding, take note of the Quantity and Account
code prior to entering/selecting the appropriate Speedchart.

Due Date: Speedchart W Q Open Quantity: 500000
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Notice the Quantity and Account field are now blank.
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Re-enter the Quantity and Account (as noted previously).
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Click on the More Details tab to validate the individual chart fields have been updated appropriately.
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Click OK to save changes.
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Click the Review and Submit hyperlink to continue the requisition creation process.
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How to Add More Distribution Lines (Split Funding):

Pathway: eProcurement > Create Requisition > Find Items > Add Line Item to Req > Review and Submit
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Click the Split Shipping and Accounting (truck) icon next to the appropriate line item to be updated.
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Click the Cost Distribution Info icon.
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Click the Plus Sign icon to add an additional distribution line.
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Enter the aPEroglriate Quantities to be funded bx each chartfield string.
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Click the More Details tab.
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Notice currently both distribution lines are the same:
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Enter the appropriate individual chartfields (Operating Unit, Fund, Department, Class, Project, etc.
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Note: When doing split funding on a “blanket” order, enter the appropriate funding/distribution lines prior
to changing the “Distribute by” field.

Click OK to save changes.
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Click the Review and Submit hyperlink to continue the requisition creation process.
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