ePro Requisition - Update Chartfields (From Requisition Defaults)

Chartfields (also known as a GL string) may need to be changed if you're ordering for a different department, or if

you received an error, etc...

There are two different ways you can update your Chartfield or GL string.

To update the GL string at the beginning of the requisition, use Requisition Defaults.
All requisition lines will populate with the GL string indicated in the Requisition Defaults section.

See the steps below to and update the GL string when creating a requisition.

1. From the OneLink homepage, click eProcurement tile.

eProcurement
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2. Click Create Requisition tile.
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ePro ReqUiSitiOn - Update Chartfields (rom Rrequisition Defaults)
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3. Then click on Requisition Defaults.

e | @ O u h in Menu

Create Requisitio%

0
[ Catalog VHSearch Q| Advanced Searc| Requisition Defaults E Checkout

D] Catalog Catalog

> KP CosmeticDermatology Catalog
g Item History

o Favorites

3 Templates

> Catalog for Materials Items

> Bill Only UNSPSC codes

% Punchout Suppliers
é Special Requests

E Point of Use Consignment

4. From the Requisition Defaults screen, scroll to the bottom of the page and update the Location, GL Unit, GL
Location, and/or Dept as needed. If this requisition is for a project, scroll to the right and/update the PC
Business Unit , Project, and Activity.

~ Distribution Defaults
Chartfields1 Details Asset Information Show All
D's“"buﬂﬁ: 1. Percent T Location 1. GL Unit T GL Location 1L Dept 1L Account 1L PC Business Unit 11 Project 7L Activity 1
1o | ‘3001000218 Q| |0308 Q| |:30000 Q‘ |7350 ! | Q‘ | Q| \ Q| | Q
—— —— ——
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ePro ReqUiSitiOn - Update Chartfields (From schedule Details)

The second option is to update the Chartfields or GL string after item lines are already populated.
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1. From the Edit or Checkout page check Select All.

Note: If changing an individual line, select the line then click Schedule Details and update the desired Chartfield values.
It is not recommended to have multiple Chartfields on the same requisition.

v Requisition Lines Overview

Select All |Actions &)

2 rows
Line1 Catalog ltem
GLOWVE SURG 7.5 LATEX BIOGEL M PF TEXTURE BEAD
Item ID 10079354 Amount Only Quantity ; Pri c Total N
@ — . Unit of Measure rice urrency 2 ScheduleDetail ‘ ‘ > ‘
Supplier CARDINAL HEALTH L) No | 1 OB 3586 USD 35.86 USD 5 ScheduleDetails |§| >
‘ [d Line Comments | | Ti] Delete
2. Click the Actions drop-down button and select Mass Change. Actions X
w Justification Commen
Add to Favorites H
Add to Template(s)
Delete
v Requisition Lines Ove
Select All Actions () /| Mass Change
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3. Click the | Load Values From Defaults |button. This loads the default values from your Requester profile.

4. Update the chartfields as needed. KPIT and some other users may need to update the PC Business Unit, Project, and Activity
fields for Projects.

~ Shipping Information

Ship To | 3001000000 Q| Due Date | |

Lessor | Q | Attention | |
Ship Via |UPS GROUND Q|

Comments
Freight Terms |005 Q|
)
v Distribution Information
*Apply Distribution Changes | All Distribution Lines v

Please enter GL Business Unit before selecting other chartfield values

Chartfields1 Details Asset Information Show All

Distribu&:: m Percent 7. Location 7. GL Unit 7L GL Location T Dept 7L Account Tl

1 | |2001000218 a | |oz01 Q | |s0000 Q| |7350 a |

I Load Values From Defaults l
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ePro ReqUiSitiOn - Update Chartfields (From schedule Details)

5. Click m after updating the Chartfields.
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Requisition Line Details | @
1/2 ‘ > ‘
« Schedule 1 |+‘ |_‘
Schedule 1 Quantity |1
“ship To 3001000000 Q| Price 35.86 USD
Attention To |Charles ELara | Total 35.86 USD
Due Date | |
5820 Owens Dr. Pleasanton, CA
Address 04588
[ [ Ship To Commen ts l [ S Price Adjustments l I =] Custom Fields
D ~ Distributions
Please enter GL Business Unit before selecting chartfield values
“Distribute By | Quantity v
Chartfields1 Chartfields2 Chartfields3 Details Budget Information Asset Information Show All
Distribution 1, satus 11 '1:.';;: 7L Location T Quantity 10 gge"' 1L Percent 11 Merehandise 11 GL Business Unit 11
1 Open 3001000218 al |1 1 100 3586 (0201 al |[+]

6. Click at the message prompt.

Retrofit field changes to the selected existing requisition lines/schedules not already sourced to POs.

ESE

Note: The GL string defaulted on OnelLink transactions comes from your HR profile and can only be updated by HR. If the GL
string is incorrect, contact the National HR Service Center at 877-457-4772 to request updated/corrected GL string.

s nterprise Business Services 5
$% KAISER PERMANENTE, | Epe/opoe Susnesss 04/2025

CSIT - National Functions Systems & Technology



	Slide 1: Chartfields (also known as a GL string) may need to be changed if you’re ordering for a different department, or if you received an error, etc…   There are two different ways you can update your Chartfield or GL string.    To update the GL string
	Slide 2: AGENDA
	Slide 3: AGENDA
	Slide 4: AGENDA
	Slide 5: AGENDA

