
How to Change Chartfields in A Requisitions

Presenter
Presentation Notes
Requisition Overview  - Intro




Click “Manage Requisitions”

Click “Edit Requisitions”

1

2

3
Click Modify Line / Shipping / Accounting



If the Requisition has more than one line, you must select all lines that require the change.



Make changes to your chartfields here. If you are 
changing your expense account code. Make the 

change in the “Account” field. 



Click “Apply”



Select “All Distribution Lines” to apply change to all distribution 
lines. Then click “OK”.

Select “ All Distribution Lines”

Click “OK”



Make sure the changes have been made by 
clicking the triangle and expanding the 
chartfields to verify it is correct before final 
submission. After all changes are verified, 
click “Save and submit”.



Comments / Suggestions
If there is material on this training guide 

that is confusing or if you have a 
suggestion as to how to improve it

Please Contact:

Purchasing at
or ext 5525

mailto:Purchasing@lagcc.cuny.edu
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