
 
As an Approver, How Do I Review the Origin Code & Budget Date for Next Fiscal Year Requisitions? 

 
From your Worklist, prior to approving a requisition, you should validate the Origin Code is NFY and the Budget 
Date for all distribution lines is 9/1/2009 using the Edit Requisition button. 
 
- By using the Budget Date of 9/1/2009 you are ensuring that the encumbrance and, later, the expense is posted to 

the correct fiscal year budget. 
- By using the NFY origin code, the business offices (i.e., Acquisition, A/P, and Receiving) can quickly identify 

these orders as “new year” orders ensuring that the orders are not received or invoiced prior to September 1st. 
- Note:  If an approved budget checked requisition has an origin code of DEP, the requisition will be processed 

this fiscal year during the automated purchase order process and will be faxed to the vendor for receipt and 
payment out of current fiscal year funding. 

 
 
Steps to viewing a “New Year” requisition prior to approval: 
 
From the Worklist hyperlink, click on the appropriate Requisition Number hyperlink: 

 
 
 
It has been recommended that your requestor provide you with a justification to assist you in quickly identifying 
those requisitions that should be processed from next fiscal year funding: 

 
 
 
By selecting the appropriate lines and clicking the View Line Details button, you can view the line item description 
and other details to determine which fiscal year is appropriate for this request: 

 



Based on the line item description, determine if this requisition should be processed out of next Fiscal Year’s 
funding: 

 
 
Click the X in the upper right corner to close this window: 

 
 
If it is determined that the requisition should be processed out of next year’s funding, you can click the Edit 
Requisition button to view the Budget Date and Origin Code: 

 
 
The Origin Code displays on the Review & Submit page.  If the origin code is not NFY, do not approve this 
requisition.  To get the Origin Code corrected, you or the requestor will need to contact the Purchasing Help Desk 
or the Requester will need to cancel this requisition and create a new requisition with the correct origin code of 
NFY. 

 



To view the Budget Date, click the Shipping “Truck” icon: 

 
 
Then click on the Cost Distribution Info icon: 

 
 
Click the “More Details 2” tab to display the Budget Date.  If the Budget Date is not 9/1/2009 you can update this 
field by using the calendar help button to the right of the field.  Simply select September 2009 in the drop-down 
boxes and click on the 1st.  Click OK to save your change. 

 
 
To exit, click the Review and Submit hyperlink: 

 
 
Remember, this process updates the Budget Date on just this one line item.  Each distribution line for every line 
item of the requisition will need to be updated to the correct Budget Date.  See Helpful Hint below on how to 
update the budget date on multiple line items at one time.  Once you have updated the Budget Date for all line items 
of the requisition, save your changes by re-running the budget check process (Check Budget): 

 
 
With a “Valid” budget check status, the requisition can now be submitted for further processing by clicking the 
Save and Submit button to re-initiate the approval process.  

 
 
You can now return to your Worklist and approve this requisition for New Year processing. 
 



Helpful Hint: 
If the requisition has multiple line items, you can update the Budget Date for all line items by clicking the Settings 
hyperlink: 

 
 
Validate the “Override” radio button at the top of the page is selected and go to the “More Details” tab.  Select the 
appropriate Budget Date and click OK. 

 
 
If you use the Edit Defaults page to quickly update the Budget Date for all line items on the requisition, you will get 
the following additional page.  Be sure to click “Apply to All Distributions” before clicking OK to save your 
changes: 

 


