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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 

 

2. Enter the Business Unit (BU) 

3. Enter the Requisition ID 

4. Click Search 

 

  

5. Select the Edit Requisition option from the drop down menu 

6. Click Go  
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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 

  

9. Click on the Chartfields2 tab 

  

10. Update the chartfield values as needed 

11. Click on the budget information tab 

  

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

13. Update additional lines as needed 
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14. Click Save and submit. 

  

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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