HOW TO CHANGE A COMPLETED REQUISITION

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.
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7 Select the Document Number link to display the details of 2 document. Select the History link to display the
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7 Begin by creating a new requisition, retrieving an existing template, or searching for an existing requisition in
process. Enter Vendor ID and select Vendor Validate to default related information. Enter or modify vendor,
req s Y, and ing information. Use Code Lookup to query a list of available values,

Select Document Text link to attach text to the requisition. Select the Item number link to add item text for a
commodity.

Cheose Validate, If desired, to validate calculations and codes. Choose Complete to perfarm a validation and
forward the document for processing. Choose Save In Process to validate and save the current contents without
completion.
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7 Press the document number link to return the In Process document to the Requisition page. Press the View i
to access the View Document page. Press the Exit without Value button to return to the Requisition Page with

selecting a document in progress.
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