
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 UNIT PRICE TOTAL PRICE 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”. 
 

 
 

 
 
 

2) Click on the “Accounting Codes” tab. 
 

 



 
 
 

3) Leave the top Accounting Codes section COMPLETELY BLANK. 
 

 
 
 
 
 
 
 

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). 
 

 
 
 
 
 
 
 

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. 
 

 
 
 

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


