% The UNIVERSITY of OKLAHOMA

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.

OU Homepage ~
Accounts Payable Regular Deposit Cash Receipts Reports and Query Viewer eProcurement
O — Tn—1
= R ) o
o O
Approvals Cost Transfer Service Unit Request
= jiig
o T 2
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.
Manage Requisitions
Search Requisitions
To locate requisitions, edit the criteria below and click the Search button.
Business Unit| NORMN Q Requisition Name Q,
Requisition 1D 0000075387 Q Request State ~] Budget Status| v]
Date From |07/01/2026 [E Date To 07/01/2026 E] Origin Q org (s}
Requester Q Entered By Q,  Supplier @, POID Q
Search Clear Show Advanced Search
Requisitions (7
To view 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.
Req ID Requisition Name BU Date Request State Budget Total
0000075387 0000075387 NORMN 07/01/2026 Open Not Chi'd 40,00 USD [[Select Action] bt Go
4 Select Edit, in the “Select Action” drop-down box and click Go.
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Manage Requisitions
Search Requisitions
To locate requisitions, edit the criteria below and click the Search button.
Business Unit NORMN Q Requisition Name Q.
Requisition 1D | 0000075387 Q Request State ] Budget Status v|
Date From |07/01/2026 ] Date To| 07/01/2026 [ origin Q Org aQ
Requester Q, Entered By Q. Supplier Q. POID QL
Search Clear Show Advanced Search
Requisitions
To view 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
Req ID Requisition Name BU Date Request State Budget Total
0000075387 0000075387 MORMN 07/01/2026 Open Mot Chk'd 40.00 USDl Edit "| Go

The requisition review and submit page will appear,
needs to be updated.

Select the Description of the line that

Requisition Summary

Business Unit NORMN

OU Norman Campus
Requester 432204

usD

Leslie L Lusch
*Currency

Cart Summary: Total Amount 40.00 USD
Expand lines to review shipping and accounting details
Requisition Lines

Line  Description

Supplier

O g5 fiscal year test VVC HOLDING LLC

Oz e second line test VVC HOLDING LLC

[] Select All / Deselect All Select lines to:

l:’ My Preferences !

Requisition Setlings

Requisition Name |0000075387

Requisition ID 0000075387

=r Add More Items
Quantity uom Price Total
1.0000 Batch Lot 30.00000 30.00
1.0000 Each 10.0000 10.00

T Delete Selected tZMass Change

Total Amount 40.00 USD

Apply.

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

Home P My FPreferences

searcn [ All ~]

Requisition -

Enter information about the non-catalog item you would like to order:

Item Details

*Item Description fiscal year test

Requisition Settings

B 2 Lines

Checkout

Advanced Search

Apply

*Price 30.0000 *Currency usD
*Quantity 1.0000 *Unit of Measure LOT (s}
*Category |821530 [«
Supplier
*Supplier ID 9100075099 [} [
Supplier Name |VVC HOLDING LLC Q, VVC HOLDING LLC
PO Line-ltem Comments to Supplier
)
] send to Supplier [ show at Receipt

] show at Woucher

To add a new line to the requisition, click the Add more Items button.
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Review the item information and submit the req for approval

Requisition Summary
Business Unit  NORMN

Requester 432204
*Currency |USD

Cart Summary: Total Amount 40.00 USD

QU Norman Campus

% Leslie L Lusch

“" My Preferences Requisition Settings

Reguisition Name 0000075387

Requisition ID 0000075387

Expand lines to review shipping and accounting details {‘F Add More ltems
Requisition Lines (7
Line Description Supplier Quantity uom Price Total Details Comments Deletf
01 g2 niscalyeartest VVC HOLDING LLC 1.0000/ Batch Lot 30.00000 30.00 O nda i}
DO 2 ga second line test VVC HOLDING LLC 1.0000) Each 10.0000 10.00 O add i |
(] Select All/ Deselect All Select lines to: E Delete Selected r‘|2HIESS Change
Total Amount 40.00 USD
| RIS
8 Click Requisition.
Edit Requisition b
Welcome Leslie L Lusch ™ n » .
Home /" My Preferences Requisition Setfings B, Checkout

Reguest Opfions ~

Enter search criteria or select
from the menu on the right to
begin creating your requisition.

Search

i Web
Browse Supplier Websites
QU Marketplace

Lines

[@ Requisition
Create a non-catalog request

Advanced Search

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

Cart.

additional lines.

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

Edit Requisition

Welcome Leslie L Lusch

Request Options ~

All Request Options

Web
OU Marketplace

Requisition

Home

Search

Requisition

Enter information about the non-catalog item you would like to order:

Item Details
*Item Description
*Price
*Quantity
=Category
Supplier
*Supplier ID

Supplier Name

PO Line-ltem Comments to Supplier

A My Preferences Requisition Settings B >Lines
Search
0.00 *Currency |USD
*Unit of Measure
a
a
a

Checkout

Advanced Search

Send to Supplier

Add to Cart

Show at Receipt

Show at Voucher
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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.
Return to Requisition
Budget Checked StatusNot Checked
5 Save for Later <P AddMore llems 63 Preview Approvals B Add Request Document
11 | If you have additional questions, please email Procurement at AskPurchasing@ouhsc.edu.
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