JOB AID — ENTER GL/PROJECT STRING BY LINE ITEM

When charging both a GL & Project String within a single Requisition, you must create separate line items for each. You
can then assign the appropriate GL or Project String to each line item.

ORDER EXAMPLE:
ITEM QTY | UNITPRICE | TOTALPRICE | GL/PROJECT STRING
Book A 4 25.99 103.96 Project
Book B 3 19.99 59.97 GL
Shipping & Handling 1 9.99 9.99 GL
$173.92

1) Add each line item to your Marketplace cart and select “Proceed to Checkout”.

Shopping Cart tr ayse cnese

Name this cart: Order Example

1 Continue Shapping

Have you made changes? | update

Eh | T Melp | tmptycart | | Create New Cant
Barnes and Noble Booksellers . .
Dallas0? | can
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Product Description |
=l
Supplier subtotal  173.92 10
Have you made changes? | Update @ remis) for atotal of 173.92
2) Click on the “Accounting Codes” tab.
Requisition | PR Approvals | PO Preview Comments | Attachments | History
Summary Shipping Billing Accounting Codes Supplier Info Taxes/S&H
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Description edit
Cart Mame

Order Example



3) Leave the top Accounting Codes section COMPLETELY BLANK.

| Requisition | o% approils | PO Previe || Comnaants || Amachovents | Hisiory |
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These vbses spphy to ol lines unless specified by ling ftem
6L String
Unit Division Organization Liocation fund Type Bugzingss Line Azcount Artivity AU Indtiative ["' 1
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4) Scroll down to your first line item and click “Edit” to the right of the GL or Project String (For this example, we
are using a Project for line 1).

diture Type irati i Busaniss Line Activity AL Initiative
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5) Enter the GL or Project String codes and click “Save”.



6) Continue steps 4-5 for each line item. The GL or Project String you entered will be visible for each line.

Product Description Catalog No Size / Packaging Unit Price Quantity Ext. Price
BookA[5 moreinfe. 1/EA - Each 25.99 4EA-Each 103.96 USD

GL string (same as header)

Project String
@ values have been overridden for this line

Project 1D Expenditure Type Expenditure Organization Location Business Line Activity RU Initiative
204581 2 53030 75062956435 5215 0000 00000
RD1517-Son Fpsp Dean’S Distrib. RD1517-So1 Other Supplies Education 75062956435 Academic Events & Programs None
Distrib. Campus
Copy to other lines
BookB[5] moreinfo.. 1/EA - Each 19.99 3 EA-Each 59.97 USD
GL String
Glyzlues have been overridden for this line
Unit Division Organization Location Fund Type Business Line Account Activity RU Initiative
750 5035 1766 3020 100 5082 53030 0000 000000
RBHS SON School of Nursing ~ Administrative Support Business Services Newark University Heights  Unrestricted Operating A &S Admin Finance & Other Supplies Education None Defautt RU Initiative
Services Campus General \ccounting
Copy to ather lines
Project String (same as header)
Shipping & Handling [£|  more info.. 1/EA - Each 9.99 1EA-Each 9.99 USD
GL String
@ values have been overridden for this line
Unit Division Organization Location Fund Type Business Line Account Activity RU Initiative
750 5035 1766 3020 100 5082 53030 0000 000000
RBHS SON School of Nursing  Administrative Support Business Services Newark University Heights  Unrestricted Operating A& S Admin Finance & Other Supplies Education None Default RU Initiative
Services Campus al Accounting

Copy to other lines

Project String (same as header)

7) Continue placing your order as you normally would. Do NOT enter accounting codes in any other section.



