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[bookmark: _GoBack]The Allocations grid view (within a purchase order) can be customized to remove or reorder columns. This can be useful when viewing FOAPAL information to reduce scrolling, reorder FOAPAL elements and remove unused information. 
1. Click the gear icon located in the bottom right of the grid.
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2. 
3. The Grid settings menu pops open showing all available columns on the grid. 
4. You may turn columns off/on using the toggle buttons.
5. To reorder columns, drag and drop the selected field within Grid Settings. As you drag and drop the Grid reorder in real time. 
6. In this example I chose:
· %
· Amount
· Allocations Quantity
· #
· PR/Order Item (item description)
· Fiscal Year
· Fund
· Organization Allocation
· Program Allocation
· Activity
· Organization
· Allocation #
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@) Download table "Order
allocation for PO: PCO04188185
~01.11.2023 - Dell (OBO) -
Laptop, monitor, and AC adapter -
M.Moore/Facilities-DELL
MARKETING LP - DELL
MARKETING LP (Ordered)" in
Excel format

' Reset to default parameters
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% ¢ Amount : AllocationsQuantity & # < PR/Orderitem < Fiscalyear ¢ Fund < OrganizationAllocation & Account & Program Allocation % Activity ¢ Organization® = Allocation# &
1111 State 72212
Base:Dell Latitude 5430 Educational  303100-Maintenance Mobile 10730-Building, )
100,00 994.55000 100000 700865-3  y(1( Base 2023 and General-  Administration Computers Grounds- Repairs-Maint A215-Purchasing 1
spcC under $2K
5292227”"4:3:2""" 1111 State 71373-
10000 231.99000 100000  700865-2 (27")Dell 27 Monitor - 2023 Eocatioa EO3100 Saltenarce fCompttey IEDEITG, A215-Purchasing 1
and General-  Administration Equipment  Grounds- Repairs-Maint
P2722H CVAA, 68.6cm '
& sPcC Supplies
(277
1111 State 71373-
Dell USB-C 90 W AC 3 ’ -
10000 51.79000 100000  700865-1 Adapter with 1meter 2023 Educational 303100-Maintenance Computer 10730-Building, A215-Purchasing 1
and General-  Administration Equipment  Grounds- Repairs-Maint
Power Cord - US '
spcC Supplies
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