SMARTE Training Tip #1 — Editing the Account Strings on a Purchase Requisition

If you want to change the account string on a purchase req, use the SEARCH feature to select the new
string. Or... if you want to just type in the new account string, you have to erase the Pseudo number.
Otherwise when you save the changed Requisition, it will revert back to the Account String associated
with the Pseudo number. If you have any trouble editing a Purchase Req, please just give your friendly
accountant here in fiscal a call ©.
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New = Edit Save Cance Search py Req Templates History | | Xactions | | Notes(0) Print Attachments(0) Notify
Action:  Send to Purchasing - Forward . Go
Requisition #; R17-00084 Go Purchase Order #: Not Assigned Current Step: Purchasing - Final Step

Vendor =:04476

OFFICE DEPOT . Requested By: Kanna Magdaleno
BUSINESS SERVICES DIVISION
FILE NO. 81901

LOS ANGELES CA 90074-1901
Phone:(210) 499-1000
Fax:(310) 427-1423 - Deliver Site: Personnel Senvices

Requested For: FERSONNEL SERVICES

Contract =:

Date Needed: 07/192016 Blanket:No

Req. State: - None -

Auto Distribute by Percent: Yes Ref

Account String

[ [ haudor 5 " Account Number PreEncumbrance |
1 430340 € ——0:0.000000-00000.74000-4 3500004370 141,19
= Pseudo Number
e —————— —— -
tne=|  Description [ unitisswe | Quy [ UnitCost |Taxable| Ship Amt | Subotal | Delete]
1 | 356327, DEFLECT.O CHAIR MATFORLOW- = EACH 1 6899 Yes 0.00 5899
PILE CARPETS. FOR COMMERCIAL-GRADE
2 830734, REALSPACE BLACKVINYL CHAR = |EacH [ 1] 3099, Yes | 000 3903
| MAT FOR LOW-PILE CARPETS, STUDDED, |
3 | 360581, POSTTFLAGS. 38°x 1 710" [eacH | 4l ' 190 ves | 000, 1995
ASSORTED BRIGHT COLORS, 35 FLAGS
Comments: Subtotal: 128.94

Shipping Total: 000



