
 

 

The Banner finance system requires requisitions to be approved in the same fiscal month they are created.  If 
the approval is not completed in the same month the requisition was entered, the approver will get an error 
message in Banner and cannot proceed with the approval process.  When this happens, the transaction and 
delivery dates must be updated.  

First, the approver must DISAPPROVE the requisition. Once the requisition is DISAPPROVED, the requisition is 
put into “incomplete” status. The requisition originator (the person who entered the requisition) must then go 
back into the requisition, and change the transaction and delivery dates to the current date. When this step is 
complete, the requisition originator will need to re-submit the requisition for the account manager’s approval. 
Once it is approved, it will be forwarded either to the next level approver or directly to the Procurement Office.   

The following is a step by step guide for changing the dates on a requisition.  This same process can also be used 
for making other changes to a completed requisition that has not yet been approved. 

 

 
 

 

 
 

HOW TO CHANGE A COMPLETED REQUISITION 

Click on “Approve Documents” 

Your username should appear by default.  
Select the “All documents which you may 
approve” button and then click “Submit 

Query” 



 

 

 
 

 
 

Click on “Disapprove” 

Click on 
 “Disapprove Document” 



 

 
 

 
 

Click on the “Finance” tab 

Click on the “Requisition” 

Click on the “Search In 
Process Requisitions” 



 

 
 

 

Your user ID should 
populate by default. 

Click “Execute Query” 

Click on the  
 “R#” that you want 

to edit 

Change the “Transaction” date to a 
date within the current month.  

Change the “Delivery” date to any 
date in the future.  The Scroll down to 

the “Complete” button 



 

 

Click on the “Complete” 
button.  The requisition is 

now complete and ready for 
the approver to approve.  


