Multiple Dept ID’sktli2? L5ld on One Requisition

Edit Requisition
||f| 1. Define Requisition

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

UNT Health Science Center
FAMILY & COMMUNITY MEDICINE Copy Bid Vendors

Requisition ID 0000072891 Priority: Medium ¥

2. Add Items and Services \& 3. Review and Submit

Business Unit:

Requester:

Requisition Name:  |Percussion Instructor Fee

Requisition Lines
Description

Line Vendor Name

I [7] 1 Percussion lesson plans for St LIED, MEGAN CLAIRE 1.0000 Each 350.00000 350.00BEE
= %2  French Fries-testin LIED, MEGAN CLAIRE 1.0000 Each 1.00000 1_00
Consolidate with other Regs Override Suggested Vendor
| Shiipping Line: 4 Due Date: 11142011 [H Quantity: |1.0000 [=]
| State - sShinTae  |GSB 144C Q[T Modify Shipping Address

Put check mark beside line you wish to
change Dept ID/Proj ID on. And then click
|

grey arrow [* to expand line — mm’ﬁ’m’ﬁ’r’?’mlﬁw

Hw Open |Pcc 22 [ +.0000 | 100.0000 100 [Hs763 QL [s00400 O 7328 Q [33 Q| Q (20 @ |Hs783 QL [RPOOG3 QY | a |
[] Select All{ Deselect All Total Amount: 351.00 USD

L #addto Favorltesl 8 Add to Template(s)l [=#Modify Line / Shipping / Accounting | | Deletel

Development of percussion lesson plans for fall Stomp for Life Program -~ B
Lorna Brooks x0522 S

[7] send to Vendor ] Show at Receipt [“] Show at Voucher

L=y Check Budget I ] Req needs vendor setup

Edit Requisition
‘ E‘ 1. Define Requisition

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

UNT Health Science Center
Copy Bid Vendors

FAMILY & COMMUNITY MEDICINE
Requisition ID 0000072891 Priority: Medium

2. Add Items and Services \g 3. Review and Submit

Business Unit: HS763

Requester: H15700

Requisition Name: Percussion Instructor Fee

Requisition Lines

Description Vendor Name
[ [7] 4 Percussion lesson plans for St LIED, MEGAN CLAIRE 1.0000 Each 350.00000 350,00 EE
A4 2 French Fries-testing LIED, MEGAN CLAIRE 1.0000 Each 1.00000 1.00 B &
Consolidate with other Regs Override Suggested Vendor
Shipping Line: 4 DueDate: |1114/2011 [ Quantity: |1.0000 [=
Status: Active *Ship To: GSB 144C  Q  [=] Modify Shipping Address
Attention:  |FAMILY & COMMUNITY MEDICINE

*Distribute by: O SpeedChart: Q

Accounting Lines
[ chartfieids1 T Detais T Assetinformation

Line Status Dist Type *Location ‘Quantity Percent Amount |GL Unit Account Alt Acct  |Fund Dept Class |PC Bus Unit |Project Activity

|pCC 220 | 1.0000 | 100.0000 1.00 ||.| g2 (1 lsonang ) o ol | O lon ™ ez 3 lopopga i |

Click Modify Line/Shipping/Accounting

[C] Select All/ Deselect All

L*.”Add to Fa\mrilesl /_Q_§| Add to Temp\ale(s)l E‘;Mnd\fy Line / Shipping / nting T
Development of percussion lesson plans for fall Stomp for Life Program - B

Lorna Brooks x0522
[] send to Vendor  ["| Show at Receipt ["| Show at Voucher

L Check Budget | [ Req needs vendor setup




Multiple Dept ID’sktli2? L5l 2y hyS wSljdzaliizy

Type in new Dept ID/Proj | in speed chart key and then click Q

Create Requisition

Modify Line / Shipping / Accounting

Hote: The information below does not reflect the data in the selected requisition lines. When the "Apply’ butten is clicked, the
data entered on this page will replace the data in the corresponding fields on the selected lines.
Vendor ID: Q

Vendor Location: Q
Buyer: (&} Category: Q
Ship To: Q
Due Date: ] Attention:

SpeedChart 061617 Q

|Accounting Information

ze|Find| 88 First [ 4 o4 [F] Last
Chartfields1 Detals | Asset 3
Percent Location GLUnit  Account  AltAcct Fund Dept Class mﬂ“s Project  Activi .‘E’% Category Subcategory Fund Srce Affiate  femType  Oper Unit
1 Q. Hs7B3 Q x Q Q e Q Q Q Q Q Q Q Q Q x El
.-
Load Values From Defaults
Apply Cancel

Click on hyperlinked
Dept ID/Proj ID

Look Up SpeedChart Key

SetlD: HS762

SpeedChart Key: begins with + 081517

Look Up Clear Cancel

Basic Lookup
Search Results

1of1
peedChart Key Description

SAFETY OFFICE HEAF ACCOUMT

Dept ID/Proj ID information will load and additional information filled in. Select Apply.

Create Requisition

Modify Line / Shipping / Accounting

Note: The information below does not reflect the data in the selected requisition lines. When e “Apply button is clicked, the
data entered on this page will replace the data in the corresponding fislds on the selected lig

Vendor ID: Q Vendor Location: Q
Buyer: (6} Category: Q
Ship To: Q
Due Date: [5] Attention: SpegiChart Q
Key

Accounting Information Customize | Find | #  First [4] 4 or 1 [*] Last

Chartfields1 Details \.f Asset Information ',

Percent Location GLUnit  Account  AltAcct Fund Dept Class Eﬁnﬂ‘“‘ Project  Activity ?""”’e Category ~ Subcategory Fund Srce Affiliate  Item Type  Oper Unit
: PCC :Q, HS783 O Q Q 01 Q 61617 Q 60 Q HS763 Q R

Q Q Q Q  HEAFCQ Q R Q [# =
1 —

Load Values From Defaults
Apply Cancel



Multiple Dept ID’s/Proj ID's on One Requisition

This screen will pop up and should look exactly like this, DO NOT CHANGE ANYTHING, select OK.

Distribution Change Options

Faorthe selected requisition lines, apply distribution changes to
@ Al Distribution Lines
Apply changes to all existing distribution lines.
) Matching Distribution Lines
Apply changes to each existing distribution line by matching the distribution line numbers.
) Replace Distribution Lines

Remaove the existing distribution lines and replace with the distribution lines changes.

OK Cancel

Clickon “ next to the description to expand the line again and confirm Dept ID/Proj ID information has been over-written.

Edit Requisition
| E‘ 1. Define Requisition El;; 2. Add Items and Services \g 3. Review and Submit |

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

Business Unit: UNT Health Science Center

FAMILY & COMMUNITY MEDICINE Copy Bid Vendors

Requester: 270
Requisition Name: \Percusswun Instructor Fee Requisition ID 0000072891 Priority: Medium -
Requisition Lines
Line Description Vendor Name Quantity UoM Price Total
P[] 1 Percussionlesson plans for St LIED, MEGAN CLAIRE 1.0000 Each 250.00000 350 00
< 2 French Fries-lesting LIED, MEGAN CLAIRE 1.0000 Each 1.00000 100202
Consolidate with other Regs Override Suggested Vendor
Shipping Line: 1 Due Date; |111422011 5 Quantity: |1-0000 =
Status: Active *Ship To: GSB 144C Q. [=] Modify Shipping Address

Attention: ‘FAMILY& COMMUNITY MEDICINE

“Distribute by: A ¥ SpeedChart: Q
Accounting Lines
[ chartficldst T Detais T Assetinformation

Line Status Dist Type *Location ‘Quantity Percent Amount |GL Unit Account Alt Acet |Fund  |Dept Class |PC Bus Unit |Project Activity .?;;;ce

PCC 2200 1.0000 | 100.0000 1.00 HS763 O |500408 Q (7328 Q ’HQ 61617 QL HQ HS763 QL Q Q Q (s}

[ SelectAll/ Deselect All
L #addio Favumesl [0 Addto Temp\ala(s)l [“Modify Line / Shipping / Accounting | [l Delete

Total Amount: 351.00 USD

i

Development of percussion lesson plans for fall Stomp for Life Program
Lormna Brooks x0522

1

[] Send to Vendor [ Show at Receipt [_| Show at Voucher

s Check Budget ["] Req needs vendor setup

Follow normal operating procedures for requisition processing (check budget, save and preview etc). Req should route
based on Dept ID/Proj ID and additional approvals if necessary.





