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Changing Attention To and Ship To Fields at Line and Header Level 1.0

Supplemental Job Aid

Date: 07/09/2014 
[bookmark: _GoBack]
Target Audience: Department PO Requestor

Purpose: This Supplemental Job Aid provides the Department PO Requestor clarification for Attention To and Ship To at header level and line detail for carry over information. Currently the Ship To details are defaulting if the user updates the Attention To at Line Details (header) level. 

Changing Attention To and ShipTo Fields at Line and Header Level
In this example, we need to change the Attention To designation in the requisition header without changing the Ship To designation in the line details.




Step 1: Follow the PO 102 Training Guide for creating a requisition. Include acquisition type and method, purchase lines, and click the Review and Submit link. Do not edit the Line Defaults under Define Requisition until all line items have been added.
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Step 2: Review the Attention To and Ship To values in every line. Expand the Line Level Details by clicking the Expand Arrow to the left of the desired line number. Review the Attention To and Ship To fields within line level details. 
[image: ]
Note: If the Attention To or Ship To values for each line requires updating with the same information, navigate to the Define Requisition page. Click the 1. Define Requisition link.
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Step 3: Update the Ship To and Attention To values for every line on the requisition using Line Defaults. Expand the “Line Defaults” section by clicking the arrow icon to the left of the Line Defaults text
Note: All information within the Shipping Defaults section, including ChartFields, will apply to all lines within your requisition. If you only wish to update or change one of the lines on the requisition, navigate back to the Review and Submit page and make desired modifications to the one requisition line.
Make all desired changes to apply to all requisition lines using the ChartFields that display. Once all changes have been entered, select the Override radio button.
Click the Continue button.
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Step 4: Select the All Distribution Lines radio button and click the OK button for the changes entered on the Line Defaults page to apply to all requisition lines
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Step 5: Verify that the line details have carried over correctly.  Click the 3. Review and Submit link, expand the line(s) by clicking the arrow icon to the left of the line, and verify that the changes entered for the Ship To and/or Attention To fields have been made for the line items. Continue processing the requisition as instructed in PO 102 Training Course.

[image: ]
You have successfully changed the Attention To designation in the requisition header without changing the Ship To designation in the line details.
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