Job Aid b sdoud

Requisition Preferences

This is a walkthrough of how to set up your Requisition Preferences, (favorite charge accounts and
desktop delivery address) for your Procurement purchases.
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Step | Action

Beginning from your Home Springboard (shown above) click on your Procurement Icon
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My Receipts

and then click on Purchase Requisitions icon
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Step | Action

This takes you to your Purchase Requisitions page
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MOST COMMONLY USED ACCOUNT CODES FOR PUNCH-OUTS:
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In the upper right of your screen you will see your name as Requester

Click on the pencil to edit your requisition preferences

Send PO to Supplier Form Manage Requisitions ‘E; 0

Requester Barbara Jemison f
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Requisition Preferences pop-up screen:

Edit Requisition Prelerences
Regusitioning BY  PSU Besress Unt
4 Shipping and Defivery
" Requester lemmon Rarmar

* Deliver tu Location  Pitaburg Canvus

Destination Type  Expecse v

4 Billing

4 Projects

o

Progect Humber

Taak Number
Expevsditare Type
4 Expenditure Organization
Contract Humber

Funding Snaree

4 Favorite Charge Accounts +
Primary * Wacknams * Chamge Account Delete.
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From this screen:

Change your deliver to location to your DESKTOP Address.

5. Delete the address currently in the Deliver-to-Location and begin typing your building name
Use the More search if your name does not come up automatically.
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Select your desktop address and click the OK button.

To add Favorite Charge Accounts or to change your Primary (default):
Click on the + to the right of Favorite Charge Accounts /

4 Favorite Charge Accounts 4

Primary * Nickname * Charge Account Delete

Add your Nickname for easy reference in your dropdowns later

&

Add your Charge Account by clicking on the icon and selecting your account numbers
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Charge Account x

4 Hide Segments
Fund 1105 w General Fees Fund

Purchasing

CostCenter 4210300 v Department
Account 537100 Eﬂﬂéfn”e? #And Office
DepartmentCostCenter 0 w  Default
DepartmentAccount 0 w Default
Intercompany 0 w Default

=

FutureUse1 w FUTURE USE

=

Futurelse2 w FUTURE USE

Search Reset | OK Cancel

Primary

Last, note and /or change which account is your primary (default) this is the funding that all
your items in Procurement will be until you tell the system otherwise, by using your dropdown or manually
entering a new funding string.

Save and Close.

Save and Close

Your new requisition preferences have been updated.

Congratulations!
g. |You have reached the end of this tutorial.
End of Process.




