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Adding Distribution Lines to a Requisition

The charge for an item on a requisition may need to be split between multiple departments, funds, etc. This can be done
by adding multiple accounting lines to an item line on the Review and Submit page of a requisition.

Review and Submit:

e eProcurement > Create Requisition (Review and Submit)

Create Requisition
‘E‘ 1. Define Requisition

Review the details of your reguisition, make any necessary changes, and submit it for approval

2. Add Items and Services 3. Review and Submit
% ~

Business Unit: NAUBU Northern Arizona University Origin: DPT__]@, Department Purcha
Requester: ‘V\MH | Lombardi Valerie *Currency: usD
Requisition Name: [office Supplies Priority:

v Use Procurement Card

Expiration Date:

Card Number: [

*Distribute By: Amt

Accounting Lines

v | SpeedChart:

ESDDMDFWW Ql

gt Toner cartrides FemralArizona Supply 1.0000| Each 25.00000 2500 @0
nc
Consolidate with other Regs ¥ Amt Only ¥| Override Suggested Vendor
Shipping Line: 1 Due Date: [ Quantity: Price: 25.00000 =
Status: Active *Ship To: WHSE-COC Q
3 a Add Shipto Lomments
Attention To: Bida 1. Room 107A Add Shipto Comments

*Liquidate by

OO

First Last

[ = UM Chartfields? || Detais | Details2 || Asset Information || Asset Information 2 | Budget Information
Line Status Dist Type *Location Percent Merchandise Amt GL Unit
1 Open K12 Q. | 100.0000 25.00 NAUBU a,
[[J SelectAll / Deselect All Total Amount: 25.00 USD
i Add to Favorites T Addto Template(s) b2 Wodify Line / Shipping / Accounting @ Delete

omments 3

[ send to Vendor

] Showat Receipt

[J 8hown at Voucher

(] Approval Justification

More Comments

&
=

Check Budget

x Cancel requisition Eind more items

Save & submit | gl save & preview approvals

Triangle: Expands the Line section

SpeedChart: Select a SpeedChart to change the accounting distribution. If the accounting distribution needs to be
changed for the first line, do so before adding a second line. The accounting distribution for each additional line will come
from the Requester’s defaults. It is not possible to use the SpeedChart on additional distributions on one line, this will
delete the additional line.

“+” or “-“ : Choose to add or remove an accounting distribution line
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Vendor Name

g1 Toner cartrides Central Arizona Supply 1.0000 Each 25.00000 2500 %@

Inc
Consolidate with other Regs ¥ Amt Only ¥ Override Suggested Vendor

Shipping Line: 4 Due Date: ’7@ Quantity: Price: 25.00000 =l
Status: Attive *Ship To: fwmsecoc  q

Attention To: Bldg 1, Room 101A

Add Shipto Comments

*Distribute By: Amt b SpeedChart: 2500030F11 Q *Liquidate by Amt b

Accounting Lines Personaiize | Find

[CP M Charffiekds? || Details | Detais2 || Assetinformation || Asset Information 2 || Budget Information |

Line Status Dist Type *Location Merchandise Amt GL Unit
1 Open k12 Q, 50.0000 12.50 [NAUBU Q =1

2 Open k12 a, 50.0000 12,50/ [NAUBU Q [=]

(O Select All / Deselect All Total Amount: 25.00 USD

e Add to Favorites B Addio ) Modify Line / I Ac @ Delete

Percent: Change the percentage of the distribution line.
Quantity (for Quantity based): This will be changed by tabbing out of the Percent Field after correct percentage is
entered.

Create Requisition
‘E‘ 1. Define Requisition 2. Add ltems and Services 3. Review and Submit |

Review the details of your requisition, make any necessary changes, and submit it for approval

Business Unit: NAUBU Northern Arizona University Origin: DPT Q, Department Purchasing
Requester: |VIMQ ‘ Lombardi,Valerie *Currency:

Requisition Name: |0mce Supplies Priority:

Card Number: | v ‘ Expiration Date: Use Procurement Card

Requisition Lines i

Vendor Name
g1 Toner cartrides Central Arizona Supply 1.0000[ Each 25.00000 2500 &
Inc
Consolidate with other Reqs ¥ Amt Only ¥ Override Suggested Vendor
Shipping Line: 1 Due Date: Quantity: 1.0000( Price: 2500000 =
Status: Active " Ship To: [wHsE-coc o
i a
Attention To: Bidg 1. Room 1014 Add Shipto Comments
*Distribute By: Amt v SpeedChart: [2500030F11 Q *Liquidate by Amt v
Accounting Lines Personalize | Find
Chartfisist | T =S Detais | Defais2 |( Asset fon | Asset; tion 2 | Budget ion_|
Fund Dept Account Program PC BusUnit  Project Activity SubDept Affiliate Fund Affiliate
[fole F5000a0je 73010 g [EoeT Q| Q | Q| Q| Q| Q| Q
Inuu Q [3500010/C Hsumu a ooz q Q Q Q Q o Q|
2 v
O SelectAll/ Deselect All / Total Amount: 25.00 UsD
L& Add to Favorites s 1B to e Modify Line / Shipping / At @ Delete 1
omments i}
7
4
[ send to Vendor # Show at Receipt (7] shown at Voucher [ Approval Justification IMore Comments
[E'- Save & submit | Save & preview approvals x Cancel i Find more items

Fund, Dept, Program, Project: Select the appropriate chartfield value.

Budget Check
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[Sc  1.Define Requisition 2. Add Items and Services 3. Review and Submit |

Review the details of your reguisition, make any necessary changes, and submit it for approval

Business Unit: Northern Arizona University Origin: PPT |a Department Purchasing
Requester: [vi2a | Lombardi valerie *Currency: UsD

Requisition Name: |office Supplies ] Priority:

Card v | Expiration Date: Use Procurement Card

Requisition Lines &)

Line Description Vendor Name UoM Price
Pg1 Toner cartrides Central Arizona Supply 10000 Each 28.00000 B0
Inc
O SelectAll/ Deselect All Total Amount: 25.00 UsD
Pre-Encumbrance Balance: 25.00 usp
L Add to Favorites B Addte Modify Line / Shipping / Acc @ Delete

() send to Vendor (=) show at Receipt (=) Shown at Voucher () Approval Idore Comments
o] Check Budget Budget Checking Status:Valid
-E. Save & submit | Save &previewapprovals X Cancel Changes . Find more items
Save & Submit

Confirmation

Requested For: Lombardi Valerie Mumber of Lines: 1
Requisition Name: Office Supplies Total Amount: 25.00 UsD
Requisition ID: 1000071662 Pre-Encumbrance Balance: 25.00 ysp
Business Unit: NAUBU

Status: Pending

Priority: Medium

Budget Status: valid

Initial Fiscal Approval

= Line 1:Pending (@ ViewMHide Comments
Toner cartrides

Department Approval

Pending

Multiple Approvers
G Department Approver

[~ Comment History

~ Change Request/Line Approval Summary

Line tem Description Change Request Line Re-Approval

| 1|Toner cartrides Routed for Approval

[ Submit I Edit Requisition ] | Apply Approval G [ cCheckBudgel
Wiew printable version Manaae Reguisitions Create New Requisition

Approval History




