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Fiscal Year Renewal Edits 

Step Action 
1 The process for entering new fiscal year requisitions for departments can be time-consuming, 

often resulting in requisitions saved in a draft status that may need to be edited several times 
before completion. Fiscal year renewal requisitions can be updated any time before the new 
fiscal year, but special care must be taken to ensure that the requisitions maintain their 
correct renewal status. 

2 To edit a fiscal year requisition, select the eProcurement tile from the homepage of 
PeopleSoft. 

 
3 On the Manage Requisitions page, select the Clear option to remove all search criteria. 

Enter in your Business Unit (NORMN or OUHSC) and in both the Date From and Date To 
fields, enter 07/01/2026. 

 
4 Select Edit, in the “Select Action” drop-down box and click Go.  
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5 The requisition review and submit page will appear, Select the Description of the line that 

needs to be updated.    

 
6 The requisition entry page appears, make your updates to quantity or price, and then select 

Apply.  

 
7 To add a new line to the requisition, click the Add more Items button.  
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8 Click Requisition. 

 
9 The requisition entry page appears, add your new line-item details, and then select Add to 

Cart.  

Hint: When adding a new line, the supplier information will not be copied over. You can only 
have one supplier per requisition, so please be sure to select the same supplier when adding 
additional lines.  
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10 Click Save for Later. This will Save the edits to the requisition. To exit the requisition, select 
Return to Requisition link.  

 
11 If you have additional questions, please email Procurement at AskPurchasing@ouhsc.edu. 
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