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How to Use Other Funds 

Introduction 
Shopping carts can be purchased using other funds. These can include 1700000000 District Projects (e.g., Teacher Supply 

Reimbursement  or Facility Rental/Utility Rebate), grants, bonds, 7000000000 Insurance and Risk Management Fund, 

etc. Some funds do not have all the information added by default. You may need to add the information.  

When you create a shopping cart, the default cost center (account assignment) and storage location assigned to 

your account will be used. 

The account assignment can be changed before adding items to a shopping cart using the Default Settings > Set 

Values link. Any items added after the default settings are changed will use the new default settings.  

Important: The Default Settings are temporary and not saved with the shopping cart. If you close the shopping 

cart, then reopen it to add more items, you will need to set the values again. Default Settings are only added 

to new items, they do not change items already in the shopping cart. 

Note: If you do not change the default settings before you add items to the shopping cart, you will have to 

manually change the account assignment on every single item. 

Note: If you are ordering textbooks from the Textbook Catalog, the account information must be changed in the 

textbook catalog shopping cart. It cannot be changed using Default Settings > Set Values. Please see the Adopted 

Textbook Catalog Help Guide on the Purchasing & Warehousing website for details.  

Create Shopping Cart 
Click Default Settings > Set Values

 

The Change Default Settings pop-up window will open. 

The Product Category or Storage Location can be changed on the Item Basic Data tab. 

Note: If you are ordering items for another location, make sure to change both the Storage Location and the 

Account Assignment. 
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Choose type of Account Assignment 
Click Account Assignment tab. 

Click on the Account Assignment Category menu and select the type of account assignment. 

 

Note: Cost Distribution is not used at CCSD. 

Cost Center 
The Account Assignment Category is Cost Center, unless you change it. 

Fill the cost center in the Assign Number field. Click OK. 

A cost center number is a ten-digit number, for example, 9310001245 or 9120501484. 
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Grant 
Change the Account Assignment Category to Order. 

Fill the grant number in the Assign Number field. Click OK. 

The grant number is a G followed by 10 digits, for example, G1234567890. 

 

If the grant is missing the Functional Area, or has other errors, please contact the Grants Department. 

Fund 1700000000 and Other Funds 
Funds where the Functional Area may not be automatically filled in:  

1600000000 Donations and Trust Fund 

1700000000 District Projects 

Change Account Assignment Category to Order. 

Enter the order number from the Budget Inquiry Report in the Assign Number field. Click OK. 

The order number is a 6-digit number starting with 50, for example, 500000. 

 

Use Budget Inquiry to get the account numbers (You will need both Cost Center and Functional Area numbers) 

The following example will use Facility Rental / Utility Rebate funds to order items from the general catalog.  

(Please note the same Account Assignment procedure is also used with items ordered using a free text shopping 

cart.)  

Click Work tab 

Click Budget tab 

Click Budget Inquiry (on the left) 

Enter the Cost center group, in this example, ES-0201. Click Execute.  

Note: Use the four-digit location number with leading zero, e.g., 0201 

HS = High School 

MS = Middle School 

ES = Elementary School 
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You will need the cost center number (order number) when changing the Account Assignment. 

 

You will need the Functional Area number when filling in Account Assignment information for the item. Double-

click the budget amount to see Functional Area number in Detail Budget Information. 

 

 

Note:  If the G/L Account for the item you are ordering is not listed, check with your administrator before 

proceeding. 

Functional Area 
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Add Item > CCSD Catalog - General 

 

Choose item(s) in catalog, add them to the catalog cart, review and Checkout (transfer them to the SAP 

shopping cart). 

 

Click Details or Description link to go to Details for the item. (Steps are the same for both free text and catalog items.) 

 

Click Account Assignment tab. Verify the account assignment category and number are correct. 

 

Click Details. 

 



7/28/2023 6 / 7 

Scroll down, fill in the Functional Area. 

 

 

 

 

 

 

Click Check to verify there are no errors. 

 

If no errors, click Order. 

 

Bond Funds 
Change the Account Assignment Category to WBS Element. 

Fill the bond number in the Assign Number field. Click OK. 

The bond number is a combination of letters and numbers, for example, C0014123.4.123. 

 

 The Functional Area must be filled in for each line item in the shopping cart. 

For example: If your shopping cart has 50 line items, you must add the 

Functional Area to all 50 lines. 
Hint: 

Click the small arrow next to 

Details for item to go to the 

next line item. 
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Errors 
If the account assignment information is not correct, error messages will occur. Here are two scenarios that will 

result in error messages.* 

 Trying to use order number with Cost Center instead of Order. 

 

Error messages: 

 

 Functional Area is not filled in. 

Error messages: 

 

* To correct the errors, follow what the error messages tell you is needed and fill in 

the information for each line. 


