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Using Line Item Defaults When Creating an Event 

To speed the process of adding Line/Schedule (Details) information to lines within the event, buyers may want to 
use the Item Line Default link. This is especially useful if you have to create multiple lines for an event. This 
process is done on an event-by-event basis. 

1. Navigate to Sourcing, Create Events, Event Details 
2. Add the required information to create a new event 
3. Click the Add button 
4. Enter header information on the Event Summary page 
5. Click on the Item Line Defaults link in Event Details page (Step 2: Configure Line Items) 
6. Enter the information you want to show up on the event line items in the fields provided in 

the Line/Sched. Defaults section 
7. Click the OK button to save the information 
8. Click the Line Items link to add lines and their related information to the event 
9. Click Advanced Definition tab 
10. Click Details link 
11. Verify that fields you added information to in the Item Line Defaults section have been transferred to 

the appropriate fields. Check several lines to ensure that all information was defaulted as requested. 
12. Click Return to Event Overview link 
13. Continue with event creation process and post the event. 
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