Creating a Requisition that Charges Future Year Funds​​​​​​​​​​​​​​​​​​​

To successfully enter a Requisition against 2012 funds you need to do the following:
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2.Add Items and Services

3. Review and Submit
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Speciy requisition name, requester, and other information that applies to the entire requisition

Business Unit: Q. Department of Administration
‘Requester: LDREYER @ Dreyer,Lara-067-GMIS.
Requisition Name: Priority: Megium  ~

- Line Defauits

Note: The defaults specified below will be applied to requisition lines when there are no predefined values for these fields.
Vendor: Q. Vendorlocaton @

Category: Q Unit of Measure: Q

Buyer: Q

Shipping Defauits,
shipTo:  061GMIS Q (=] Modif Shipping Address
Due Date: [ Attention:

Bud Ref

Location 6L Unit

Fund Account

Program  Dept Unit
Q 10000 Q 493000 Q 2011 QU QU Q

061GMISQ, 00067 O Q





On the Define Requisition page enter a Bud Ref value of 2012.
Click the Details tab.
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Specify requisition name, requester, and other information that applies to the entire requisition

and Submif

Q. Department of Administration

‘Requester: LDREYER @ Dreyer,Lara-067-GMIS.

Priority: Medium

~ Line Detautts
Note: The defaults specified below will be applied to requisition lines when there are no predefined values for these fields.
Q vendorlocatom  Q

Vendor:
Buyer: Q Category:
‘Shipping Defauits

shipTo:  061GMIS Q  [=]Modify Shipping Address

Due Date: [ Attention:





Change the Budget Date to 7/1/2011 or later.

Warning: If the budget date is not changed the REQ will not pass budget checking.  If the REQ is submitted to approvals, it will need to be canceled and re-edited to update the budget date.
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Review the details of your requisition, make any necessary changes, and submittfor approval

Business Unit: 00515 | Department of Comestion

“Requester: |LDREVER Q Dreyer,Lara-067-GMIS
e — Pty

Reguisition Lines
Line Description

1 Accessories, Camving 5100 Portable, Leather ¢ o1 con coupany | 10000

Each 57.000 s7.000 B0
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On the Review and Submit page click the Modify Line/Shipping/Accounting button.
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Modify Line / Shipping / Accounting

Note: The information below does not reflectthe data in the selected requisition lines. When the Apply'button is slicked, the
data entered on this page wil replace the data inthe corresponding fields on the selected lines.

Vendors [ QL Vendor Locaion

Y T —

Ship To: Madify Shipping Address
Due Date: | |5 Atention: | ]
[Accounting information

Chartfields1 N =

Percent GL Unit Entry Event Fund. Object Center Dept Bud Ref. Project Class.

1] [ooosr] | Ja [1000 ] | | [10850 | [433004]C 2008 | | Ja| ja

Load Values From Defaults





Click the Load Values From Defaults link to pull the chartfields on the Define Requisition page.  Apply values to all REQ lines if appropriate.

If allowable under your agency’s business rules, you should budget check this REQ before submitting it for approvals.  If there is a problem with the chartfields or budget ref/budget date it could be resolved without having to cancel/reopen/edit the REQ which would reset any approvals.
When a 2011 REQ is ready to expedite to a PO be sure to put 12 in the PO ID Budget Year field so that PS will build the PO correctly….
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To locate requisition schedule lines that have been approved and are available for manual conversion into purchase orders, editthe
crteria below and click the Search button,

essuni: [posts | caegor: [ |
Requisiion: [ |a VendorName: [ ]a
Requester: [ |a Include Lines With No Vendor

Buyer: T POID Budget Year: ||

“Bu

©  Enter search erteria to find Reauisitions
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If you need assistance with entering or budget checking a REQ against FY12 funds, please put in a GMIS Issue and provide the REQ #.
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