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How to Set Up Procurement Preferences DASH
(Deliver to Location & Charge Accounts)

1 Click "Procurement"
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2 Click "Purchase Requisitions (New)"

3 Click "Preferences"
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4 The Requisitioning BU will default to end-user's Business Unit. If you have access
to multiple BUs, you can use the drop-down to view options.

5 Requester will default to end-user
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6 Enter Deliver to Location by typing in the address. In this example,
"UT_Tower_10_1049c"

7 Click the "Deliver to Location" field. To help search for your address, you can start
typing the building name or name of the college.
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8 Here we are searching by the word nursing

9 Click here.
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10 Select address from the drop-down

11 Destination Type defaults to "Expense". Do not change unless you are in Facilities
Services.
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12 Project Costing is only required for Capital Projects or Sponsored Projects

Tip! You have the option to add commonly used charge accounts to your
Preferences.
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13 To add a Charge Account, click the "+" symbol

14 Enter a nickname for the charge account in the "Charge Account Nickname" field.
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Tip! There are a couple of different ways to enter charge accounts. You can enter
them directly into the "Charge To" field, or you can click on the "square-arrow
symbol" to enter.

15 To enter a charge account, click in the "Charge To" field (click to the left of the
dashes). A drop-down box will appear. Start by typing the Entity number or scroll
down to select.
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16 Next, select the Fund. Either type the Fund number or scroll down to select.

17 Next, select the Department. Either type the number/description or scroll to
select.
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18 Next, select the Account. Type the number/description or scroll to select.

19 For Program, select "Default Program".
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20 For Activity, select "Default Activity"

21 For InterCo, select "DEFAULT INTERCOMPANY"
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22 Lastly, click "Add"

23 The Charge Account has now been added to your Preferences.
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24 To set the new Charge Account as the primary account, click the 3 dots and click
"Set as Primary".

25 Click "Update", to save changes.
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Alert! The following steps show an alternative method to enter the Charge
Account. If you used the previous steps to enter the Charge Account, you can stop.
The Preferences training is complete.

26 Click "Preferences"

27 Alternative way to enter a new Charge Account.
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28 Click the "+" sign.

29 Enter a nickname for the charge account in the "Charge Account Nickname" field.
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30 Click the "square-arrow" symbol. This will open a new screen to enter charge
account information.

31 From this screen, you can click on each individual portion of the Charge Account.
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32 For example, when you click Entity, you can either search by value, description or
scroll to make a selection.

33 You will repeat this process for each step of the charge account.
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34 Once you have entered the Charge Account, click on the charge account string.

35 Then, click Apply.
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36 Click "Add"

37 Click "Update"
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38 Congratulations! You have now setup your Preferences!


