
How Do I Create a Requisition for Next Fiscal Year? 
 
 

You create a requisition in ePro using the Origin Code of NFY and using a Budget Date of 9/1/2009. 
 
- 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 creating a “New Year” requisition 
 
Pathway:  eProcurement > Create Requisition > Settings 

  
 
 
Click the “Override” radio button at the top of the page, add your vendor, and make any other changes needed to 
your chartfields, and go to the “More Details” tab to update the Budget Date to 9/1/2009.  Then click OK to save 
your changes. 
 

 



When you add your line item, add comments advising the vendor this purchase order begins September 1st.  Be sure 
to check the “Send to Vendor” box before clicking the Add Item button: 

 
 
 
You may receive a warning that the scheduled due date is out of range.  Click OK to bypass this warning message: 

 
 
 
On the Review and Submit page, change the Origin code to NFY: 

 
 



To assist your Approver in quickly identifying your requisition as a “New Fiscal Year” request, go to the 
Justification/Comments box and type an appropriate comment advising them that this purchase is for next fiscal 
year with a budget date of 9/1/2009.   

 
 
 
Just like any other requisition, you will need to Budget Check your requisition and click the Save & Submit button: 

 


