
 
Training Guide 

 

Contact: Suzanne LaCaro slacaro@calpoly.edu                                                                       10/19/04  
Contract and Procurement Services 

- 1 - 

Customizing PeopleSoft Requisition Pages 
 
PeopleSoft allows each individual system user to hide some of the unused fields within the 
Requisition pages.  The following steps must only be completed one time.  The fields listed are 
only a suggestion.  They can be completed while entering a new requisition, or applied to an 
existing requisition.   The customization can be made without having to save the requisition. 
 
Navigation: Purchasing, Requisitions, Maintain Requisitions, Find an Existing Value  
 

 
 
 
Locate an existing requisition using one of the following as search criteria: 
Enter a Requisition ID, or use the % wild card and last digits of the Requisition ID 
Enter the Requester User Id in the Requester field.  Any requisition can be accessed for this 
purpose.  There will not be changes saved to the requisition.   
 

Click   and select ANY requisition. 
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Ø On the Form Page scroll to the right and select  on the Requisition Line 
 

 
 
 
Ø Select Item ID and click Hidden (The frozen box is already on) 

 
 

Ø Click  
 
Ø The line will no longer contain the Item ID field 

 
 
Ø Click   
 
Ø Scroll to the right and select  on the Header Defaults Distribution Line 
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Select the following and click Hidden: (Hold down the Ctrl key to select multiple fields) Oper 
Unit, Bud Ref, Product, Affiliate, Fund Affiliate, IN Unit, Tab Asset Information, AM Unit, 
Profile ID, Capitalize, Cost Type, and Description   
 

 
 

Ø Click  and click  on the Header Defaults page.   
 

Ø Click the  tab followed by the link. 
 

 
 
Ø Scroll to the right and select    
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Highlight the following fields and click Hidden:  
 
GL Unit, Operating Unit, Bud Ref, Product, Affiliate, Fund Affil, Tab More Details, IN Unit, 
Commitment Control Close Flag, Stat, GL Base Amount, column 56, Tab Asset Information, 
AM Unit, Profile ID, Tag Number, Cap #, Sequence, Empl ID, Capitalize, Cost Type and Short 
Desc 
 

 
 

Ø Click  and click  on the Distribution Information page. 
 

 
 Customizations on the Requisition are complete.   Sign out or continue navigating on the menu. 
 


