
How to Change the Account 
Code on Requisition

Procedures for changing Account Code on Requisition in 
PeopleSoft 



Creating a 
Requisition

• Navigate to create requisition

• Enter requisition information or click the SciQuest eShop 
Portal link for eShop purchases



Requisition 
Checkout

• Example: Purchase with Category Code – 43211503 Notebook 
Computers (includes Laptops)

• After clicking checkout or returning a cart to Peoplesoft (eSHOP), 
the next screen should indicate “Checkout – Review and Submit”

• Click the grey triangles to pull down Ship To information and Accounting Lines

• Enter cost center information into SpeedChart.



Locating 
Account 
Code

• Select “Chartfield2” tab

• The default account code is 63142 - Computer Equip & Parts Exp’d



Changing 
Account
Code

• Type in correct account code into field

• Click 
• “Save for Later” (optional)
• “Check Budget”
• If Budget Status returns Valid, “Save & Submit” 

• Process Complete
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