Quick Reference for Changes in 9.2

For Requisition Entry:

Requesters will now be required to budget check the requistiefore it can route to the signature
authority. Everything will be handleah the requisition pagand there will no longer be a need to
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Step 1:Add a new requisition andr¢er the requisition information as normal (requisition defaults,
vendor, budget string, line informatidier items being purchasgd

Step 2: Save the reqitisn to generate a requisition IBs normal



Step4: (8§ & §Z p P 3 «§]5uclitk thegreen check mark to change the status from
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Once you have clicked the green check mark, you will be routed to the following screen showing the
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budget.You have successfully entered the requisition and the requisition should have routed to the

signature authority for approval. The signature authority will receive an email with a link for approval.
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IMPORTANT: Requestewill no longer have accessfteely modify an existing requisition once it has
routed. The signature authoritynustrecycle the requisition back to the requestagfore any
modifications can be made.



