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To designate an order as a “blanket” order within PeopleSoft, the Quantity must be one (1) and the 
“Distribute by” field must be set to “amount” (not quantity).  Defining the “Distribute by” as amount will 
allow A/P to make multiple payments against the same line item quantity of one.   
 
Note: 
- The “unit of measure” may be listed as “Lot”, but this is not a requirement. 
 
Pathway:   
eProcurement > Create Requisition > Enter all required information on the Settings page (as applicable) > 
Add all line items for your requisition (ensuring the quantity for the “blanket” line item is 1) 
 
Click the Review and Submit hyperlink. 

 
 
Click the Split Shipping and Distribution (truck) icon. 

 
 
Click the Cost Distribution Info icon. 

 
 
Select Amt from the drop-down options for the “Distribute by” field. 

 
 
Click the OK button. 

 


