CAL POLY

Training Guide

Split Distribution Requisition Steps

Follow the Enter Purchase Requisition Step by Step Guide until you reach the

schedule page.

» Access the schedule for the line of the requisition which needs multiple distributions.
» Click the distribution link on the schedule.

[ _Form | Schedule

Unit: SLCMP ReqlD: HNEXT

Line: 1 AR2147 turhine nas

First 1 of 1

Custamize | Find | ®

Sel Sched *Ship To Due Date Reqg Gty Price Amount Status
F o (070108 Q[|oz/25r2004 [ f1.0000  |200.00000 200.00 Active 4| — |
ReqQty:  1.0000 Amount:  200.00 Dollar

Distribution Shipment Detail Drop Shipment
Ship ToAddress Qne Time Address

ﬁ Save:l E|N01if5r :l ‘43 Refrash :I

Fortm | Schedule

» Select quantity or amount in the Distribute by field and change the corresponding value in the

appropriate field on the line.
Distribution Information

ReqID: MNEXT Line: 1 Sched: 1 562147 turbine gas x
Ship To: o70_108 YWarehouse Open Qb 1.0000

*Distribute by SpeedChart: I @ Multi-Speedihars

Distributions

Details
Sel Dist Status *Location moul rcent Account Fund
~ 1 Open  [070_100 | 1.0000 200.00 |0.0000 [660003 Q) |apz03 Q)
Req Oty: 1.0000 EA  Amount: 20000 usD

Exchanoe Rate Detail
o128 | Cancel Refresh |

» In this example Amt is selected, so the amount field becomes available for edit.
It is changed from $200, to $150 before the new line is inserted.

Contact: Suzanne LaCaro slacaro@cal poly.edu -1-
Business Process Owner: C&PS
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Distribution Infermation

Req ID: MNEXT Line: 1 Sched: 1 A62147 turbine gas x
Ship To: Warehouse Open Amt: 200.000

*Distribute Ine SpeedChart:l ﬂ Multi-SpeedCharts

Sel Dist Status “Location ercert  Account Fund Dept
¥ 1 Open  [070_100 150 JJ00.0000 [5E0003 Q| |aD203 Q) |204600 <
Req Oty: 1.0000 EA  Amount: 20000 usD

Exchandge Rate Detail
QK | Cancel | Refreshl

» Add the additional row by clicking

"'_I and on the prompt box.

! omize | Find | ® A First Last
Dept Program  Class Project Open Oty
J |204600 q| Q] |cuont Q| qJ 1.nnn;|
x
Script Prompt:
Enter number of rows to add: i |

» The remaining amount is populated on the new row and all chartfields are copied down.
» Populate the new row with the appropriate Chartfields.
In this example the Dept Id is changed on the new row.

Req ID: MNEXT Line: 1 Sched: 1 562147 turhine gas X
Ship To: n7o_10a Warehouse  Open Amt: 200.000

*Distribute v |*“~mt :I' SpeedChart:l QA pMulti-Spesdcharts

Details =
Sel Dist Status *Location muunt\‘Percent Account Fund Dept 1
W 1 Open  [070_100 | 1s0.00 |\75.0000 |660003 Q |ap203 QJ [z04600 all
r 2 Open  |070_100 | 50.00 4 25.0000 |660003 Q |apz03 Q] i 28000 al|
Req Oty: 1.0000 EA  Amount:  200.00 USD

» When distributing by quantity, indicate the appropriate number on the first line. In this example
there are two items on line one of the requisition. The Req Qty field is changed to one.

Contact: Suzanne LaCaro slacaro@cal poly.edu -2- 10/19/04
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Distribution Information

Req ID: MNEXT Line: 1 Sched: 1 562147 turbine nas x
Ship To: 070_108 Warehouse QOpen Oty 2.0000
*Distribute by B ] SpeedChart; QA  Mutt-Speedcharts
Distributions
Details E
Sel Dist Status *Location Ayg1ount Percent Account Fund Dept

400.00 [100.0000 [650003

I 1 Open  [070_100

Q] Jap202 @] [204500

Req Oty 2.0000 EA  Amount: 40000 UsD

Exchanige Rate Detail
Ok | Cancel | Refreshl

» When the new row is inserted, the remaining quantity is populated on it and all chartfields are copied

down. Populate the new row with the appropriate Chartfields.

Req ID: MEXT Line: 1 Sched: 1 562147 turbine gas
Ship To: nvo_108 YWarehouse Open Oty 2.0000

*Distribute nx |Qt5r :" SpeedChart: I ﬂ Multi-SpeadChatts

Details
Sel Dist Status *Location Req Cry Amount Percent Account Fund Dept
&4 Topen [070_100 Q[  1.0000 200.00 | 50.0000 |660003 Q| jaDz03 Q] |204600
O 2open [070_t00 Q)| 1.0000 200.00 | 50.0000 |660003 Q) |Dz203 Q) 128000
Req Qty: 20000 EA  Amount: 400,00 usD

> Click 9K |

You have completed split distribution for this line of the Requisition.

Continue following the Enter Requisition Step by Step guide.

Contact: Suzanne LaCaro slacaro@cal poly.edu -3-
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