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Mass Edit Function

When creating requisitions with multiple line items, you can use the “Mass Edit” feature to set values across

multiple line items.

. . s
Click the ‘Edit’ Link from the =
T .
Line Items Summary page to begln mass
editing your line items add 8 dit itemns
| No. | Type | Description | Uit | Price | Tax | Other | Amount | Action
] Battery, Lenmar MMHL12, For GRAXTF&OL .
[y [ By ey U 1 each $24.70USD $1.73USD $0.00USD $26.43USD  Edit
The line itern contains one or more invalid fislds
Battery, Lenmar NMH12, For GRAXFE0U Camcorder and
Contract ID: 54048 GRAXMZ230U Camcorder
Supplier: QUEEM CITY TV & APPLIANCES
Location: QUEEM CITY TV & APPLIANCES
Commodity Code:  840-70 - Wideo Camera-Recorders, Accessories
And Parts
' Battery, Lenmar MMH1Z, For GRARXFE0U
[1H = i Eattery, Lenmar ! 1 each $24.70USD $1.73USD $0.00USD $26.43USD _Edit
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Battery, Lenrmar NMH12, For GRAXF60U Carmcorder and
Contract ID: 84048 GSRAXMZI0U Camcorder
Supplier: QUEEN CITT TW & APPLIANCES
Location: QUEEMN CITT TW & APPLIANCES
Commodity Code:  840-70 - Wideo Camera-Recorders, Accessories
And Parts
~
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NOTE: You will update the fields on one line item. Any changes will be applied across all other lines chosen.

The following fields can be mass edited in E-Procurement:

-Supplier Location -Ship To -Deliver To -Tax Rate
-Need-by Date -Shipping Method -FOB Code -Account Type
-Account Code -Bill To -Terms of Payment

On Non-Catalog items, you can also mass edit these additional fields:
-Supplier -Contract -Recycled Content Field
-Commodity Code -ltem Classification -Blanket Order Indicator

NOTE: If you have a combination of catalog and non-catalog items to mass edit, you will only be able to mass

edit the first set of fields listed.



