Title: Creating Requisitions for the Next Fiscal Year

Purchases intended to be paid for with the next fiscal year’s funds must have a budget date that
reflects the next fiscal year. Requisitions should be completed as usual with the addition of the

five steps detailed below.

Setting up the Requisition for the Next Fiscal Year

Follow the appropriate steps for setting up a requisition. If needed, these steps can be found on
the Requisitions in ePro 9.2 webpage. Select the document for the appropriate requisition limit
amounts. After completing the Chartfield information follow these additional steps to assign the

requisition to the next fiscal year.

1. Click the Details tab in the Accounting Defaults box.
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Business Unit SY769 Q@ of North Texas System Requisition Name
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® Override
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Favorites » Main Menu «

> Employee Self-Service v

Click the calendar icon in the Budget Date field.

> Procurement v > Requisition

Requisition Settings

Business Unit  SY769

“Requester [E92200

Ci

ency USD

Default Options (%

O Default

Univ. of North Texas System Requisition Name
A Business Senvices-Gan

Priority [Medium

Custom Fields

@ Override

Line Defaults.

If you select this option, the defaults specified below will be applied to requisition lines when there are no predefined values for these
elds.

If you select this option, the defaulls specified below will override any predefined values fer these fields,only non-blank values are assigned

Supplier 0000006227

Supplier Location 003

Buyer
Shipping Defaults
ShipTo [USB 135
Due Date

Distribution Defaults

SpeedChart

Q

Accounting Defaults

Chartfielas1 || Details || AssetInformation

Budget Date

0702812017

Cancel
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Favorites ‘ MainMenu v >

elect a date on or after September 1 of the next fiscal year.

Employee Self-Service » >

Procurement~ > Requisition

Requisition Settings

Business Unit SY76¢

Q
*Requester E82200

*Currency usD

Default Options (2

O Default
@® override

Line Defaults (2

Supplier

0000006227 Qa
Supplier Location |003 Q
Buyer Q
Shipping Defaults
Ship To |USB 135 Q
Due Date 2l

Distribution Defaults
SpeedChart a
Accounting Defaults

Chartfields1 Details Asset Information

Budget Date

07/29/2017

oK Cancel

If you select this option, the defaults specified below will be applied to requisition lines when there are no predefined values for these
Tields.

If you select this option, the defaults specified below will override any predefined values for these fields,only non-blank values are assigned
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4. Click OK.

5. Continue with the usual steps for Creating the Requisition. This section can be found within the
Requisition Process documentation on the Requisitions in ePro 9.2 webpage.

Favorites v | MainMenu v > Employee Self
INFORMATION
SYSTEM

Requisition Settings

ew > P

- >

Business Unit SY768 |Q Univ. of North Texas System Requisition Name
*Requester [£62200

Q. Business Services-Gen

prority
“Currency USD
Custom Fields
Default Options (2
) Default If you select this option, the defaults specified below will be applied to requisition lines when there are no predefined values for these
fields.
® Override

If you select this option, the defaults specified below will overnide any predefined values for these fields,only non-blank values are assigned
Line Defaults (7

Supplier 0000006227 Q Category Y
Supplier Location 003 (e} Unit of Measure (¢}
Buyer Q
Shipping Defaults
Ship To |USB 135 Q
Due Date El Attention

Distribution Defaults
SpeedChart aQ

Accounting Defaults

Personalize | Find | 1| First ‘& 10f1 ) Last
Chartfields1 || Details || Asset information
Budget Date Stat
09/02/2017 B o R

Cancel
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