[bookmark: _GoBack]Creating a Custom Account Code
The FREDmart customization feature titled Custom Field and Accounting Code Defaults will be an extremely beneficial tool for users who purchase repetitively from the same account number(s).  Using the User Code Favorites application will also eliminate the need to select the fiscal year on every purchase.   Set-up goes like this:
· Select View My Profile
· Select Default User Settings
· Select Custom Field and Accounting Code Defaults
· In the tabs at the top, click User Codes Favorites.
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Click Add to add your favorite Accounting Codes and current Fiscal Year.  Users can save more than one “favorite” accounting code, by repeating the process and save using a different name.

User ALERT:  At the beginning of the new Fiscal Year, users will have to Edit and Update their defaults to the new fiscal year.
[image: ]
When “shopping,” user can click Accounting Codes, Edit and Select from their code favorites.
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Use Code Favorites for quick access to accounting code combinations saved to your profile during

checkout. You may create a new Code Favorite by clicking the "Add” button and entering a commonly
used combination of accounting codes with or without splis. Code Favarites are accessed during
checkout by editing the codes section or by selecting it as your default accounting codes in your profile.

Accounting Codes 2

Account Fiscal Account- FullPartial- Project- Project Task- Award- Award Exp  Exp  TIO

Source YR- SUNY  SUNY  RF  End RF RF  End Major- Minor- Docket-
SUNY. Date

Date RF  RF  RF




image2.png
Accounting Codes

Sandy-state

Account

Source YR-SUNY

s
State

Fiscal

2019
Fiscal
Year

2019-2020

Account-SUNY  FullPartial- Project- Project Task- Award- Award Exp

86076500-28180
ACCOUNTS
PAYABLE

SUNY

B

Bp IO
RF End RF RF  End Major- Minor- Docket-
Date Date RF RF  RF
NANA NACNA L NA L NA L NA
RF R RFRF

only Only  Only  Only




