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Completing the Checkout Process 
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Based on your assigned role, you will select:  
 

Proceed to Checkout (Requisitioner) 
or 

Assign Cart (Shopper) 
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Completing the Checkout Process – General Tab 
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STEP 1: Be aware of any alerts on any of the check-out tabs.  A box will display a message if 
there are any errors and if they are critical stops and the information needs to be 
entered before you can proceed or the message is a warning and you can proceed 
with the next step without corrective action. 

 
STEP 2: If the message is a warning, you can enter in the information if you choose.  Click 

on the edit button to edit the cart information.  You can change the Cart Name, 
Description, Priority, and Prepared For fields, in case you are submitting this cart 
for someone else.  Once the information has been entered, click Save. 

 

 
 
 
 
 
 
 
 
 

1 
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 Once Place Order has been selected, you are taken to the  
Final Review workflow. Any tabs with a red triangle  

require additional information to complete. 



41 

Completing the Checkout Process – Shipping Tab 
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STEP 1: Click Required field in the Shipping box to insert address. 
 
STEP 2: Click on select from org addresses and select your Shipping Address from the drop-
 down-menu.  UDC is the standard org address for most departments. 

**Additional org addresses can be selected by following the select from org addresses 
link.  You can either enter a nickname/address or click on Search.  Select your address 
from the drop-down menu. 

**If you have designated a list of favorite/default Ship To addresses when setting up 
defaults in your profile you will only see those in the drop-down menu. 

 

STEP 3: Enter contact information in Address Details fields. 
 

STEP 4: Click Save. 
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To designate a default Shipping Address, see Profile Setup 
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Completing the Checkout Process – Billing Tab 
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STEP 1: Click Required field in the Billing box. 
 

Step 2: Click on the down arrow and select BillTo. 
 

STEP 3: Click Save. 
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To designate a default Billing Address, see Profile Setup section. 
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Completing the Checkout Process – Accounting Codes Tab 
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Accounting Codes is the most important section 
in the checkout process! 

 
 

STEP 1: Click Required field in the Account Assignment Category field.  Other Information 
menu appears. 

 

STEP 2: Type A in Account Assignment Category field.  Enter 4-digit Storage Location code, 
select from defaulted profile values, or select from all values list.   

 

STEP 3: Click Save. 
 

STEP 4: Click Required field under Fund.  Accounting Codes menu opens.  Proceed to next 
page to complete entry. 
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Completing the Checkout Process – Accounting Codes Tab 
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Accounting Codes is the most important section 
in the checkout process! 

 
 

STEP 5: Type in the appropriate Fund or select from defaulted profile values, or select from 
all values list. 

 

STEP 6: Type in the appropriate G/L number, select from defaulted profile values, or select 
from all values list. 
**Correct G/L must be entered to generate Asset Review workflow where 

Materials Management will add the Asset number.  Use the 
 GL/Asset Reference guide if necessary. 

 

STEP 7: Based on Funding, enter either Cost Center or Internal Order number. 
 

STEP 8: Click Save. 
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See Multiple Funding section for instructions on splitting line item funding. 

https://www.txstate.edu/procurement/resources/GENERAL-PURCHASING.html
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Completing the Checkout Process – Accounting Codes Tab 
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Accounting Codes is the most important section 
in the checkout process! 

 
 

STEP 1: Click Required field in the Account Assignment Category field.  Other Information 
menu appears. 

 

STEP 2: Type K in Account Assignment Category field. 
 

STEP 3: Enter 4-digit Storage Location code, select from defaulted profile values, or select 
from all values list.   

 

STEP 4: Click Save. 
 

STEP 5: Click Required field under Fund.  Accounting Codes menu opens.  Proceed to next 
page to complete entry. 
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Completing the Checkout Process – Accounting Codes Tab 
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Accounting Codes is the most important section 
in the checkout process! 

 
 

STEP 6: Enter Fund (Cost Center funds begin with either 1 or 2), select from defaulted 
profile values, or select from all values list.   

 

STEP 7: Enter Cost Center number or select from defaulted profile values, or select from all 
values list.. 
**Internal Order field should be blank when using K as the Account Assignment 

Category.   
 

STEP 8: Type in G/L number, select from defaulted profile values, or select from all values 
list. 

 

STEP 9: Click Save. 
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See Multiple Funding section for instructions on splitting line item funding. 
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Completing the Checkout Process – Accounting Codes Tab 
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Accounting Codes is the most important section 
in the checkout process! 

 
 

STEP 1: Click Required field in the Account Assignment Category field.  Other Information 
menu appears. 

 

STEP 2: Type F in Account Assignment Category field. 
 

STEP 3: Enter 4-digit Storage Location code, select from defaulted profile values, or select 
from all values list.   

 

STEP 4: Click Save. 
 

STEP 5: Click Required field under Fund.  Accounting Codes menu opens.  Proceed to next 
page to complete entry. 

 

 

 
 
 
 
 
 

INTERNAL ORDER 
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Completing the Checkout Process – Accounting Codes Tab 
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Accounting Codes is the most important section 
in the checkout process! 

 
 

STEP 6: Enter Fund (Internal Order funds begin with either 7 or 8.), select from defaulted 
profile values, or select from all values list. 

 

STEP 7: Enter Internal Order number, select from defaulted profile values, or select from all 
values list. 
**Cost Center field should be blank when using F as the Account Assignment 

Category. 
 

STEP 8: Type in G/L number, select from defaulted profile values, or select from all values 
list.   

 

STEP 9: Click Save. 
 
 

 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 

See Multiple Funding section for instructions on splitting line item funding. 

INTERNAL ORDER 
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Completing the Checkout Process – Accounting Codes Tab 
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Accounting Codes is the most 
important section in the checkout 
process! 

 
 

STEP 1: Click Required field in the Account Assignment Category field.  Other Information 
menu appears. 

 

STEP 2: Type S in Account Assignment Category field. 
 

STEP 3: Enter 4-digit Storage Location code, select from favorite/defaulted profile values, 
or select from master value list.   

 

STEP 4: Click Save. 
 

STEP 5: Click Required field under Fund.  Accounting Codes menu opens.  Proceed to next 
page to complete entry. 

 

 
 
 

STATISTICAL INTERNAL ORDER 
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Completing the Checkout Process – Accounting Codes Tab 
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Accounting Codes is the most 
important section in the checkout 
process! 

 
 

STEP 6: Enter Fund, select from defaulted profile values, select from favorite/defaulted 
profile values, or select from master value list. 

 

STEP 7: Enter Cost Center, select from favorite/defaulted profile values, or select from 
master value list. 

 

STEP 8: Enter the Statistical Internal Order number in the Internal Order field, select from 
favorite/defaulted profile values, or select from master value list. 

 

STEP 9: Enter the G/L number, select from defaulted profile values, select from 
favorite/defaulted profile values, or select from master value list 

 

STEP 10: Click Save. 
 

 

 
 
 
 
 
 
 
 
 
 
 
 
 

 

See Multiple Funding section for instructions on splitting line item funding. 

STATISTICAL INTERNAL ORDER 
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Completing the Checkout Process – Accounting Codes Tab 
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Accounting Codes is the most 
important section in the checkout 
process! 

 
 

STEP 1: Click Required field in the Account Assignment Category field.  Other Information 
menu appears. 

 

STEP 2: Type F in Account Assignment Category field. 
 

STEP 3: Enter 4-digit Storage Location code, select from favorite/defaulted profile values, 
or select from master value list.   

 

STEP 4: Click Save. 
 

STEP 5: Click Required field under Fund.  Accounting Codes menu opens.  Proceed to next 
page to complete entry. 
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Completing the Checkout Process – Accounting Codes Tab 
 
 
 

 REV 01/2020 

 
Accounting Codes is the most 
important section in the checkout 
process! 

 
 

STEP 6: Enter Fund, select from defaulted profile values, select from favorite/defaulted 
profile values, or select from master value list. 

 

STEP 7: Enter the Grant number in the Internal Order field, select from favorite/defaulted 
profile values, or select from master value list. 

 

STEP 8: Enter the G/L number, select from defaulted profile values, select from 
favorite/defaulted profile values, or select from master value list. 

STEP 9: Click Save. 
 
 

 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 

 

See Multiple Funding section for instructions on splitting line item funding. 
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Completing the Checkout Process –  
Internal Notes and Attachments 

 
 
 
 

 REV 01/2020 

 
 

STEP 1: Click on Internal Notes and Attachments or Internal Notes and Attachments tabs.  
This is optional. 
**Internal attachments are NOT seen by the vendor.  Use Internal for 

attachments for Purchasing or Accounts Payable offices, e.g. Sole 
Source/Proprietary form, Bids, Quotes, Proposals. 

 

STEP 2: Click on add attachments .  
 

STEP 3: Click on Select Files...  Choose file from saved location. 
 

STEP 4: Click Save Changes. 

 

Internal Notes and Attachments 
 
 
 
 
 
 
 
 

 
 
 

To add an internal note, click on edit, add your note and click Save. 
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Completing the Checkout Process –  
External Notes and Attachments 
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STEP 1: Click on External Notes and Attachments tab.  This is optional. 
**External attachments are seen by the vendor.  Use Internal for attachments for 

Purchasing or Accounts Payable offices, e.g. Sole Source/Proprietary form, 
Bids, Quotes, Proposals, etc. 

 

STEP 2: Click on add attachments.  
 

STEP 3: Click on Select Files...  Choose file from saved location. 
 

STEP 4: Click Save Changes. 

 

External Notes and Attachments 
  

 
 
 
 
 
 
 
 

 
 
 

To add an external note, click on edit, add your note and click Save. 
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Completing the Checkout Process – Final Review 
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Once you have corrected any missing information, your bar should have all green checks.  If 
you do not have any Internal/External Notes or Attachments, click on Final Review.  This will 
bring up the requisition.  Review all information before you either Place Order or Assign 
Cart.   

 

 
 
 
 
 
 
 
 
 
 
 
 

When all checkout process tabs have green checks indicating their 
completion, click Final Review to make ready for submission. 

 

Based on your role, you may Place Order or Assign Cart.  
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Completing the Checkout Process – Multiple Funding 
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STEP 1: While the requisition is in the Final Review workflow, click on the Accounting 
Codes tab. 

 

STEP 2: In the header area at the top of the Accounting Codes tab, click the third 
edit button.  Accounting Codes pop-up menu appears. 

 

STEP 3: Click add split.  Second row of code fields appears. 
 

 
 
 

A cart can have multiple funding splits in two ways: 
1. Split of entire cart by percentage 

2. Split of individual line items by percentage or 
designated amount. 

Entire Cart by Percentage 
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Completing the Checkout Process – Multiple Funding 
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STEP 4: Selection can only be split by percentage.  If you need to split by a certain 
amount, you must do this by line item. 

 

STEP 5: Over write the funding on the line(s) that you want to use for the split.  You can 
also change the original funding.  

 

STEP 6: Enter the percentage the cart will be split by.  Once you have added the percentages, 
click on recalculate / validate.  This will show the total percentage.  The total 
percentage must be 100%. 

 

STEP 7: If you will be splitting by 3 or more funds, click on add split and another line will 
be added. 

 

STEP 8: Click Save when all splits have been added. 
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Completing the Checkout Process – Multiple Funding 
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STEP 1: While the requisition is in the Final Review workflow, click on the Accounting 
Codes tab. 

 

STEP 2: In the line item area at the bottom of the Accounting Codes tab, click the third edit 
button—right above Supplier subtotal.  Accounting Codes pop-up menu appears. 
**Note: You cannot split an asset that has been assigned an asset number 
 

STEP 3: Click add split.  Second row of code fields appears. 
 

 
 

 

 
 
 
 
 

Split by Line Item 
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Completing the Checkout Process – Multiple Funding 
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STEP 4: Choose the method of splitting the funding from the drop-down menu. 
 

STEP 5: Enter the information for the second funding information.  Once you have added 
the information, click on recalculate / validate.  The Split Total must equal either 100%, 
total amount of line item and/or total quantity. 

 
STEP 6: If you will be splitting by 3 or more funds, click on add split and another line will 

be added. 
 

STEP 7: Click Save when all splits have been added. 
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