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Modifying the Account and Alt Acct of a PO 1.0 
Supplemental Job Aid

Date: 08/27/2014

Target Audience: Department Buyer

Purpose: This Supplemental Job Aid provides the instructions for modifying the Account and Alternate Account (Alt Acct) values of an existing Purchase Order (PO).

Modifying the Account and Alt Acct of a PO:
Changing the Alt Acct can change whether the Account is controlled versus (vs) non-controlled. As a result, both the Account and Alt Acct will need to be changed to match the Account types.
In the example below, there is an existing Alt Acct of 9999999999 and the user would like to change the Account value.
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[bookmark: _GoBack]Notice, only 45 valid Account values are shown as a result of the existing controlled Alt Acct. The following steps will demonstrate how to modify both the Acct and Alt Acct, and how to choose from a full range of values. In these steps, a line will be added and filled in with the new Acct and Alt Acct values and the existing values from the previous line. The older, existing line will then be deleted.


Step 1: Adding a new line:
· Click on the “+” icon to add a new line.
[image: ]
· On the window that appears, select “1” for the number of rows to add, and then click “OK”.


Step 2: Modifying the Account and Alt Acc Values:
· Modify the Account value by clicking on the magnifying glass icon next to the Account field. This will bring up a list of valid Account values that can be selected.
· Please note that you must select a new Account Value first, as the Alt Acct values are dependent on them. The Account value must also match the type of the Alt Acct that you will want (controlled vs non-controlled).
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· After the Account has been selected, the Alt Acct value can be selected. Clicking on the magnifying glass icon will bring up a list of valid values.
· Fill in the rest of the line with the appropriate values.
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Step 3: Delete the older, existing line:
· Click on the “-“ icon for the older line you want to delete.
[image: ]
· A message dialog will appear to confirm the deletion. Click “OK” to continue.
[image: ]
· The older line should now be deleted.
You have successfully modified the Account and Alt Acct of a PO.
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