PeopleSoft Version 8.9: Requisitions The University of Akron

Appendix D Using the Customize Link

You can customize the pages for entering requisitions. This means you can change the tab order
of fields, or choose to completely remove a tab for those fields which are not used. In addition,
you can also opt to remove (hide) fields that you do not wish to see in the Line Item area on the
Requisition page. Suggested tab orders and hidden fields are listed for the Requisition and
Requisition Defaults pages.

Requisition Page — Hide a Field

What you do | What happens

1. Inthe line item section of the Requisition page you can hide fields which are not used. Click
on the Customize link located in the Line header area.

ltern Search Requester lterms —

Customize | )zind | View All
& -

Status

Line Item Description Quantity *U0OM Category Price Amount Status
_ ~ laTuFF e e T e P e AU

2. A listing of all the fields contained in the line area is displayed. To hide a field click on the
field name and then click the Hidden check box. For example, click the Item field and then
click the Hidden check box. This will hide the Item field.

Tab Details (frozen) (&) [
Line (frozen) = = ]

columR 3) (frozen)
<Item )
Tiption @ Descending
(column B) e

Quantity
*UOM
(column 10)
Category
Price

3. Notice how (hidden) appears after the Item field once it is selected.

Tab Details (frozen) (]

Li -
column 3) {frozen

Description Hidden
m [IFrozen
Quantity

*UOM

4. Scroll down to the bottom of the page and click the OK button to save the change.
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Requisition Defaults Page

What you do | What happens
1. On the Requisition page, click on the link for Requisition Defaults.

Click on the Customize Page link located in the upper right corner of the screen.

New Window | Hffp | Customize Page

Maintain Requisitions

Requisition Defaults

Business Unit:  AKRON Requisition Date: 0210712007 %
RequisitionID: 0000041136 Status: Pending

O Default If you select this option, the default values entered on this page are treated as part of the defaulting logic and are only
applied if no other default values are found for each field. If default values already existin the hierarchy, they are used,

and the values on this page are notused.

@ Override If you select this option, all defaultvalues entered on this page override the default values found in the default
higrarchy.

Buyer: [ Unit of Measure: Q,

Vendor: 0000001242 Q. Department of Purchasing Location: MAIN |3
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What you do | What happens

2. The Page Customization page displays. The number beside each field represents the tab order of

that particular field.

PeopleSoft.

[E]13

0k | Cancel | Copy Seftings

Page Customization

¥ save tabbing order customized below.

appropriate tems to rearrange.

Clear Tabhing Order Restare Default

Maintain Requisitions

™ Save the state of the View All settings on this page.

T

To define nevy tabking order, select Clear Tabbing Order, then click tems to include in desired sequ
To rearrange tabking order, select Remove from order, Move up in order, or Move dowenin order, then

" nclude In Tabbing Order * Remove From Order T Move Up In Order " Move Down In Order

Requisition Defaults

Due Date: s (R
Uttimate Use Code: 3ﬂ —QES

4
SneedChart: | QA

& Override
hierarchy.
Buyer: ﬂl —Qm
b
Vendor: ooooooooonz 222, Kone IncMontgomery Kone
1
Category: 4 Bact

- 2
Ship To: IRECEl\-"lNG =q Central Receiving

Business Unit:  AKRON Requisition Date:
Requisition 1D: 0000037414 Status:
Q.r" Default Ifyou select this option, the defaultvalues entered on this page are treated as part ofthe defaulting logic and are anly

applied if no other defaultwalues are found for each field. If default values already exist in the hierarchy, they are used,
and the values on this page are not used.

Ifyou select this option, all defaultvalues entered on this page override the defaultvalues found in the default

Unit of Measure: —11 —QIB

Location: . KOME

B\-h;nl:lurLDDI-(u[g

Distribute by: ~ ~Jouaniiy
Liquidate by “JArmount

Bodify Shipping Address
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What you do What happens

3. Click the All the numbers next to the fields are replaced with an “X”.
Clear Tahhing Order
button. This removes the
tab order from all the fields
on the page.

4. Click the “X” for a field to include that field in the tabbing sequence — click the fields in the
order you wish to tab to them.

We recommend the following tab order:
1 - Vendor
2 — Due Date
3 - SpeedChart
The customize page should like similar to the one below:

Maintain Requisitions

Requisition Defaults

Business Unit:  AKROMN Requisition Date: 1002512006
Requisition ID: 000003va414 Status: Approved
g " Default Ifyou selectthis aption, the default values entered on this page are treated as part ofthe defaulting logic and are anly

anglied if no other default values are found for each field. If default values already exist in the hierarchy, they are used,
Tab 1 the values an this page are notused.

& overrid u selectthis option, all default values entered on this page override the defadlt values found in the default

\hierarchy.

Buyer: £ 28, Unit of Measure: E| i a
1 - X
Vendor: *|0nooooooo2 =, Kone InciMontgomery Kone Location: ‘IKONE%O\

¥
Categony: | =0 Lygndor Lookup

Tab 2
Ship To: “|REC 5= Central Receiving ‘Distribute hy: ;I
Due Date: : |1 o531 12|:|D¥ ‘Liquidate by: ‘I

. K
Ultimate Use Code: I g EModify Shipping Address

3
SpeadChart: I =Q

Tab 3

Eﬂ Epercent Eﬁ kry Event £ pccount Erund Enem Eprogram Eclass £Bud Ref
¥ b4 ¥ b4 b4 ¥ ¥ ¥
1 #[1 000000 Jakrof QF Q| 2Qf| 2Qf| Q| Q| Q| 2
(]34 F cancel F Refreshl
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What you do

What happens

5. Click on the OK button to
return to the Requisition
Defaults page.

Note: You can always
come back to this page by
clicking on the Customize
Page link again and click

the Restore Default |
button to restore the default
tab order.

6. Note: To rearrange the
tabbing order, select
Remove from order, Move
up in order, or Move down
in order, then click the
appropriate item to
rearrange.

The Requisition Defaults page is displayed:

Maintain Requisitions

Requisition Defaults

Dusiness Uni:  AKRON Requishion Date: 10r252006
Fequistien il O0ODO3T414 Slatus; Approvid d
© Defaull " e data

traatd as part of tha defauting ngic an:
athy s i Iy hiraarchy,

apy
and the values on this page sre notused

& i Iyou select inis opbon, all defaull values entéred on fhis page cvamde e defaul values found in the cefault
hinrarchy
Buyer: L= | Uit of Mieasure;
Vendor: 0000000002 L Kone inciMonigomery one Location:
Categary: A
Ship To: RECEMNG O Central Reteing Distribame by Cuantity =
Dhae Drate: 10372006 W Ubepuielates by Aoy »
Uminate Use Code: [ 0 Moty Shipuing Addiess
SpeedCha: L
[ Detats | & [
st Borcont GLUMA iy Evend Bgcou il et Broaram  Class Bud Bl
1 [roa0000 famrancy [ a | L 4| 1| 4| 2
aK Cancel Fetresh
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