How to Set up Copy to Clipboard Feature

Click Purchasing Services=>Go Shopping=>Shop.
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In Default Settings for Items section, click on Display Details next to Cost Assignment
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Enter Cost Center or change to Order if you have an order number and enter in the assigned to box.  Click on magnifying glass in order to enter the Fund number.  
[image: image3.png]o plo EEIES

He B yew Faortes Dok tep | &
Qe - () - %] [B] D] s Joravones €] ZRT <
ddress [] https:ferp-portakprd.itap.purdue.edufirfportal B ERES

Employes SelfServics  Home  AMS  Financial Systems [N (LT HumanResowces  Systeminfo

| GoShopping | I I | |
shop | Hstory, Back
Shop tep 2
| Defautt Settings for ttems =

our data wil b transferred to all new fems. fems alady in shopping cart wil not be changed.

Ship-To AddressPerformance Location FREH 80 Distlay Detals:
Cast Assignment Cost Center 4009024000 Display Detals

Extended Detalls

Backlo Account Assinment Overview.

Percertage assined o Descripion 1L Accourt Descripion Business rea

fio0.00 | Cost Certer 4a03024000 [r2a12s # Offcs Supplies

CostCenter  [soosn2aonn | 4

order “
Fund Rooood] 4

[orea

Cortroling area

& 0[5 [ mtemnet




Enter Fund number.  Click Back to Account Assignment Overview
[image: image4.png]P r——— 3

Qe - ) - %] (3] D] Do Joraonies €] 07 2wl - B

ddress [] https:ferp-portakprd.itap.purdue.edufirfportal B ERES

Employes SelfServics  Home  AMS  Financial Systems [N (LT HumanResowces  Systeminfo

| GoShopping | I I | | |
shop | Hstory, Back
Shop tep 2
| Defautt Settings for ttems =

our data wil b transferred to all new fems. fems alady in shopping cart wil not be changed.

Ship-To AddressPerformance Location FREH 80 Distlay Detals:
Cast Assignment Cost Center 4009024000 Display Detals

Extended Detalls

Yol can see who bears the costs and, if necessary, you can distibute the costs to several cost certers.
Cost Disriution

Lne  Percentage Assignedto Descrption o1 Accourt Descrption Busiess area  Acton
fioooo Cost Ceter =] [do0s0zeonn | #4 24125 # Office Supplies Q@

Cost Distriution] [Copy to Cliboara ] [rsert from Clpoara | [Delete Ciphoare

frea
| Add ttems =

Yot can add tems to the shopping cart using the follwing methods:

Search i Individusl Catslogs:

3 Ot Purchase Orders anc Templates o Inernal Goods/Servicss

& 0[5 [ mtemnet





Click Copy to Clipboard button.  
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Clipboard information appears under the Account Assignment Overview box.  

The information will remain in the clipboard until you delete.   Just click delete clipboard button.  

You may only have 1 set of account information in the clipboard.  You may have split accounting in the clipboard.  
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