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iProcurement: Entering a General Ledger (GL) Account from the Edit and Submit Requisition Screen

1. Select one of

the item lines
. Seect Lnes:
by checking the Frm
Details Description Quantity Unit Price (USD) Need By Date Deliver-To Location Special Info Contract/Quote # Attachment Delete

Select box. L Testhiom Cataiog

#7895324 4 1 Each 50 USD 50.00 23-Nov-2022 00:01:00 Bham Main Campus ., Q + ‘ﬂ

Total 50.00

2. Click Update.

3. The Requisition
Information:
Update
Selected Line
screen will =

N
appea r. Line UAB_AKF GL Date Project Task Award Expenditure

1 = 23-Nov-2021  f Q Q Q
ACGOUNT SUBACCOUNT BALANGING. ORGANIZATION FUTURE OBJECT

Billing

Go to the
Billing section
and click on the
magnify glass
icon in the
UAB_AKF field.

4. The UAB_AKF
search box will
appear.

Shorthand Alias
Enter the first

seven digits of
your account ALIAS  2100015.000 q

string in the r
Alias field and
then press the
Tab key on
your keyboard.
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5. Gotothe
Object field

object code.

6. Click Search.

and enter your

Search
* ACCOUNT 2100015 Q
SUBACCOUNT 000 Q
* BALANCING 123100000 Q
* ORGANIZATION 311150000 Q
* FUTURE 0000 Q
I*OBJECT 8202099 . Q I

L seoch

7. Go to Results Results

and click the

Select radio

button. Select Quick Select Code Combination

® * 2100015.000.123100000.311150000.0000.8202099

8. Click Select. Search and Select:
9. (Optional)

Check the box

to apply the Apply this Cost Allocation information to all applicable requisition lines

account to

every item on

your

requisition.

click on the

10. Use the scroll
bar to view and

Apply button.

Cancel
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Additional Information

11. Click Submit to
submit the
requisition for
approval.

Bmeunt 1USD) Haod By D
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