
From: PCBO Subscription

To: pcbodist@coyote.csusm.edu

Subject: [Pcbodist] Account Code Error in CSUBUY Requisitions – Guide
Date: Tuesday, June 10, 2025 12:40:43 PM
Attachments: QRG - Populating Account Code.pdf

ATT00001.txt

 

Partners in Campus Business Operations
Account Code Error in CSUBUY Requisitions – Guide

 
Subscribe to the PCBO Mailing List

PCBO Communications Archive

 
Sent on behalf of: FAS Administration
 
Hello PCBO Community,
 
As of May 30, some users have experienced an Account Code error when entering a requisition. The
Chancellor’s Office is working with Jaggaer for resolution and has provided a workaround in the
meantime. If you experience this error, please follow the instructions in the attached guide.
 
Thank you!
FAS Administration
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Quick Reference Guide 
Populating Account Code 
Temporary Workaround 


 
This QRG is a temporary workaround for populating the account code in the chartfield on a draft requisition. 
 
Normal behavior: 


• On the draft requisition, the Account field will auto-populate based on the commodity code.  Each commodity 
code has its own default account code.  


• The Account field is not editable on the chartfield string. 
• If the account needs to be different, the Account Override field can be populated. 


 
The Issue:  


• On a draft requisition, during checkout, the account code on a line “disappears.”  
• An error message says the Account is required, but it doesn’t populate as expected. 
• This is a software bug in the process of getting fixed. 


 
 
Instructions for adding the Account code on the line:  
 
NOTE: This is a troubleshooting effort.  Not all situations are the same. Take the steps below as general guidelines on 
how to clear the error and successfully submit the requisition.  


 
1. Change commodity code 


Since the account code is based off the commodity code, changing the commodity code will re-populate the 
account.  This is the simple fix for most situations.  If other changes are made, it may be necessary to perform this 
step again.  This should be the last step performed before submitting the requisition.  
 


a. On the draft requisition line, edit the Item Details and temporarily change the commodity code to 
something different. Save. 
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b. This populates the Account field, but it most likely not the account you want. See next step. 


 
 


c. Repeat step “a.” above. Change to commodity code back to the original code. Save. 
This will populate the Account field with the default account for the original commodity code.  
If this is what you want, then the error should be cleared, and the requisition should be ready to submit.
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2. Populating the Account when Account Override is used  


The Account Override field can be used when the default account code for the commodity code is not the desired 
account code. However, when the Account Override field is populated, the Account error does not clear. The 
Account field still needs to be populated, even if there is a value in the Account Override field. Workaround steps: 
 


a. First populate the Account Override field with the desired account code. 


 
 


b. Follow the steps identified in Step “1.” above.  Also briefly listed here: 
i. Temporarily change the commodity code. Save.  


ii. Change the commodity code back to the original. Save. 
This sets the line with both the correct commodity code AND the desired account override code. 
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3. Populating the Account with multi-line Requisitions   
On multi-line requisitions, use the copy feature to save time and clicks. 
The copy feature overwrites chartfield elements. It will not overwrite the commodity code. This helps with accurate 
reporting. 
 


a. Before copying chartfields, review existing data for each line on the requisition. 
i. Commodity codes  
ii. Account codes 
iii. Any Account Overrides needed 


b. First complete Step “1.” above for Line 1 of the requisition. 
c. Click the copy button on the chartfield section of the requisition. A new window pops up 


 
 


d. If all lines on the req have the same chartfield:  
i. Click the top box to select all lines on the requisition to be populated. 


ii. Click Copy. 
e. If one or more lines on the req have different chartfields: 


i. Click boxes on individual lines in which to copy chartfields.  
ii. Click Copy. 


iii. Additional/unique lines may have to be modified one line at a time. 
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f. Other tips: 


i. When copying, it’s posible to select only certain chartfield elements to get copied to other lines. 
For example, a fund or a deptid only.  Click the chartfield elements at the top to select or unselect 
which one to copy. 


ii. If a new invalid value error occurs at the Account Field, that means the code that was copied is 
invalid for that commodity code.  Fix that single line using Step “1.” 


 
4. Troubleshooting 


a. The workaround steps above do not fix lines with split chartfields.  If possible, the PO can be set up with 
multiple lines, each having a separate chartfield, eliminating split chartfields within a line.  This may not 
work for all types of POs, depending on what type of item is purchased. 


b. If the above steps are followed and the req is still not working as expected, please enter a CSUBUY 
ServiceNow ticket for assistance: https://csu.service-now.com/csubuy  


 



https://csu.service-now.com/csubuy
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