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Editing Fiscal Year 
Renewal Requisitions 

Step Action 
1 Fiscal year renewal requisitions can be edited but have special instructions to maintain their correct 

status. In Peoplesoft, select the eProcurement tile. 
 

 
2 Navigate to Manage Requisitions on the left navigation. Select clear, enter your Business Unit of 

NORMN or OUHSC. Enter the requisition number that needs to be updated and change to Date From 
and Date to =07/01/2023 and then select Search.  
 

3 

 
4 Select Edit in the “Select Action” drop-down box and click Go.    
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5 The requisition entry page will appear. Select the Description of the line that needs to be updated.  
 

 
6 The Edit Requisition page appears, Update the price, and then select APPLY.  
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7 

This pop-up message will appear for any lines that are marked Amount Only.  Click YES. 

 

8 
NOTE: This change will remove the Fiscal Year Renewal checkmark from all lines marked 
amount only, so you will need to re-check the Fiscal Year Renewal box by clicking on Details 
for each amount only line.  
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9 
Check the Fiscal Year Renewal Box then scroll down and click OK.  

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 or email 

any contract specialist to request further assistance. 
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