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AROLINA Tips for Entering Chartfield
\@Opom Strings on BuyCarolina Orders

Using a Project ID to Enter a Chartfield String

If you are purchasing an item against a contract or grant, enter the Project ID into the SpeedChart field and the rest
of the chartfield string will fill-in automatically.

1. On your purchase requisition, click the expand button beside the item you’d like to change the chartfields
string for.

Requisition Lines @

Line Description Item ID Supplier Quantity UoM

m] 1@ I?Sil’gbesy 22170153, FISHER SCIENTIFIC 1.0000 Case
COMPANY LLC

> O 2 @ Sharpie Tank Highlighter, Chis STAPLES BUSINESS 1.0000 Cello Pack

ADVANTAGE

2. Type the Project ID into the SpeedChart field.

 Accounting Lines Note: If the chartfields don’t fill in
ooy o] spesacrn | ¢ automatically, click into another field on the
A::u";"g e requisition to refresh the chartfield string
I Chartfields1 H Chartfields2 H Details H Details 2 H Asset Information H Asset I values.

Changing the Chartfield String for Multiple Items at Once

If you need to change the chartfield string for multiple items on your requisition, you can change them all at once.

1. Check the box beside each item you’d like to change, or click Select All/Deselect All to select all the items on
your requisition.

2. Click the Mass Change button.

Requisition Lines @

Line Description Item ID Supplier Quantity uom Price Total Details  Comments Delete
@ Test Tubes, 22170153, FISHER SCIENTIFIC 10000 Case 36.1500 36.15 B QO Add
110445 COMPANY LLC
@ Sharpie Tank Highlighter, Chis STAPLES BUSINESS 10000  Cello Pack 15.3600 15.36 B Q© Add i}

ADVANTAGE

Select All / Deselect All Select lines to: [ Add to Favorites 3 Add to Template(s) Il Delete Selected I 2 Mass Change I

Result: The system displays the Edit Lines/Shipping/Accounting for the selected lines.

3. Enter your chartfield string in the Accounting Information section and click the OK button to update the selected
items with the new chartfield string.

Accounting Information
B Q 110f1 v
[ Chartfields1 ” Details H Asset Information Iu»
Dist Percent Location GL Unit Fund Source Account Dept PC Bus Unit Project
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