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Create new account codes – 
Look up the account code in PeopleSoft to get the most recent effectiver
	Step
	Action

	1. 
	Login to BuyWays and verify it is a valid account code for BuyWays

	2. 
	Login to Peoplesoft and look up the account code:
Setup Financials/Supply Chain(common definitions(design chartfields(define values ( chartfield values( account

Verify the account code is active.  Make note of the effective date and description as these will be needed to add in Tririga
Access the Procurement account code/commodity code crosswalk to get the appropriate commodity code.



	3. 
	Navigate to Cost Code Hierarchy

	4. 
	Highlight EA-Expense Account 
· Click New

· Click Organization Cost Code
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	5. 
	General section

· Enter Date – most recent effective date on the account code from PeopleSoft
· Name – this name appears in searches for the Account code in the system and is the description from PeopleSoft

	6. 
	Detail section
· Separator – use the second “-“ in the drop down

· Cost Center =  account code
· Cost type = Expense Account  



	7. 
	[image: image2.png]Organization Cost Code: EA-724200-Office & Admin Supplies

General | Transactions  Notifications  Notes & Documents  System  Workflow Insig] Acthate  Refresh  Save | SaveBClose  More  x

(Required): Use this tab to create Organization Cost Code by completing the name, date, organization and cost center.

= General
1D EA-724200 Status Revision In Progress
« Date [04/04/2019 EHo
* Name [Office & Admin Supplies
= Details
Parent Cost Center EA Separator -
Organization o] # Cost Center 734200
* Cost Type |Expense Account Accounting Type |Accounts Receivable (AR)
Do not show in Query [ Cost Code Level 2

Currency UOM US Dollars

Summary | Scope  Graph  Sub Codes
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	10. 
	End of Procedure.
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