
Requisition Entry

YDA Account Allocation



• What: YDA Account Allocation assigns the Account Code by line on the Requisition

• When: Use when Requisition to be entered has more than one Account Code

• Why: Provides for the correct coding of expenditures when multiple invoices are 

received for a single PO

• How: To enter a Requisition using the YDA Allocation Method, follow these steps



• Select Account Allocation by Each Requisition Detail Lone (YDA)

• Enter Description, Vendor, etc.

• Click Save and Add Detail

Step 1



• Enter Line Detail

• Click Save Step 2



• Select Code using check box

• Click Save Account Distribution

Step 3



• Continue to Add lines with their Associated Account

Step 4



• After all Lines with their Associated Accounts have been entered

• Click Submit For Approval

Step 5



• The result will be a PO with Accounts at 

the Line Level


