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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. In the 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. 
 

 
 

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.  

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

 

 
 
 

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. 
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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.   
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What you do What happens 
3. Click the 

 
button.  This removes the 
tab order from all the fields 
on the page. 
 

All the numbers next to the fields are replaced with an “X”.  
 

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: 
 

 
 

Tab 1 

Tab 2 

Tab 3 
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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  
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: 
 

 


