When entering purchase requisitions for ¥FY2008,
please note the following required changes:

(this applies to requisitions entered starting 08/24/07 thru 08/31/07)

oOnce you have entered this panel

Please change the Accounting Date AND Req Date to 09/01/07; THEN TAB. Continue to fill in all other
required information.
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9When on this panel change the Budget Date to 09/01/07. Once the cost center information is input, it
should change the Budget Ref to BP2008—please verify.
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9 After you have entered all your requisition information, and have saved the requisition, please

DO NOT Approve or Budget-Check. Purchasing will take care of these processes once the

properly signed paperwork has been received from your department.
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