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If an incorrect funding (chartfield) string was used on a requisition, it will need to be updated. You may also need
to update the budget year on a requisition if it is incorrect.

Keep in mind, these actions can only be done if the requisition has not yet been sourced to a strategic sourcing
event, or a purchase order. If this has already happened, the accounting information cannot be updated on the
requisition and must be updated on the purchase order (or contract if the strategic sourcing event was sourced to
a contract) . If the purchase order (and any other subsequent documents, if they exist; i.e. contracts, receipts,
etc.) is cancelled and the pre-encumbrance restored, the requisition can then be updated.

Update Chartfield Information

1. Navigate to eProcurement, Manage Requisitions

Manage Requisitions

To locate requisitions, edit the criteria below and click the Search button.

Business Unit: 0209 @, Origin: @, Requisition Name: a

Requisition ID: 1000000008] @, Request Status: N Budget Status: >

Date From: Eﬂ Date To: Eﬂ Agency Reference:

Requester: OJ Entered By: OJ PO ID: OJ
Search Clear

2. Enter the Business Unit (BU)
3. Enter the Requisition ID
4. Click Search

Toview the lifespan and line items for a requisition, click the Expand triangle icon: >

To edit or perform another action on a requisition, make a selection from the Action dropdown list and click Go.

[* 1000000044 OffsetPrinting 192719 P7801 978 04/05/2012 Approved Valid 70,000.00 USD| <Select Action= ¥| Go
Equip M... =Select Action=

Cancel Requisition
Copy Requisition

Edit Requisition
Requisition Cycle
View Approvals

View Printable Version

Create New Requisition Review Change Reguest Review Change Tracking Manage Receipts Requisition Repo

5. Select the Edit Requisition option from the drop down menu
6. Click Go
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Requisition Lines
Description

Vendor Name

P Offset Printing Equipment Main  PRESSTEK INC 10000 EACH 70,000.00000 70,000.00 B
[ Select All/ Deselect Al Total Amount: 70,000.00 USD
Pre-Encumbrance Balance: 70000.00 ysp
I—| [ Add to Favorites B addto Template(s) Madify Line / Shipping / Accounting [@  Delete |

7. Locate the line for which the funding string needs to be updated

8. Click on the Expand Section icon at the far left of the line

Requisition Lines

Description \endor Name
T Offset Printing Equipment Main ~ PRESSTEK INC 1.0000) EACH 70,000.00000 70,000.00 2@
Consolidate with other Reqs Ol override Suggested Vendor
Shipping Line: 4 Due Date: [os/0ar2012 | Quantity: 1.0000 Price: 7000000000 [*][=]
Status: Active *Ship To: P730000325 @, Mlodify Onetime Address
Attention To: [Mangen Gina M e
*Distribute By: Qty v SpeedChart: [ &

Accounting Lines #E First K 1011 I Last

" Chartfields! | LGS =00 Details | Details 2 | Assetinformation || Asset Information 2 || Budget Information |

. Sub sw Agey Agey . .
Fund Fin DeptlD ApproplD Account Acct Cost Cost1 Cost 2 PC Bus Unit Project
4400@, |[P7835034@, [P7es02€@, [415001@, @ [ Ja | a | a | a |
L] L ] ]

9. Click on the Chartfields2 tab

Accounting Lines
[ Chartfieidet | [EEEEGEERS

. Customize | Find | Visw
Detals || Detaile2 || Assetinformation | Assetinformation2 || Budgetinformation

£ i

| Sub sW Agcy Agcy : 5
iFund Fin DeptiD ‘ApproplD ‘Account A Cost Costd Cost 2 PC Bus Unit Project
i

!

|

10002, .|P0?32212Q§ .|EIU41GUEQ§ ]415001@ -I—QQ [(la [ e | | e, ||
= . .

10. Update the chartfield values as needed
11. Click on the budget information tab

e

1B

Accounting Lines
" Chartfielis1 [ Charifields? | Detais || Detaie2 || Assetinformation || Assetnformation2 |

|

Customize | Find | View Al
Budget Information

Budget Pre-Encumbrance Pre-Encumbrance Pre-Encumbered
| Status budget Date Balance Balance Base Balance
| Warning 04/05/201 E{J 70,000.00 70000.00/USD 70,000.00 USD El El

12. Change the date to the new fiscal year if necessary

13. Update additional lines as needed
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o= Check Budget = Pre-Check Budget Budget Checking Status:Mot Checked

BT Save & submit il Save & preview approvals X Cancel Changes Find more items

14. Click Save and submit.

Submit Edit Requisition Apply Approval Changes Check Budget Pre-Check Budget

Wiew printable version Manage Requisitions Create New Requisition

15. Click Check Budget

Ensure the budget check is valid once it is complete; if not, the budget error must be resolved.
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