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Updating Requisition Distributions in e-Procurement Job Aid 
 
 

Overview 
This Job Aid entails the procedures for updating Requisition distributions in e-Procurement.  The Manage Requisitions page 
will be used in this Job Aid.  This Job Aid will outline the procedures for managing Requisitions in the following processes: 

• Updating requisition information 
• Reinitializing the workflow approval process 

 

Background Information 
Remember requesters can only manage their own requisitions and those for which they have authorization.  
 
 
Navigation 
 
e-Procurement> Manage Requisitions 
 
Step 1 
Enter the 10 digit requisition ID you want to update. 
 
Click: Search 
 
 
 
Step 2 
Select “Edit Requisition” on the requisition “Select 
Action” dropdown box. 
 
Click: Go 
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If your requisition is in “Pending” status you will receive 
the following message alerting you that editing the 
requisition will reinitialize the approval process.  
 
Click: OK 
 
 

 
Note:  
The Define Requisition step 1 applies the defaults to future 
lines not yet created. 
 
The Modify Line/Shipping/Account button in step 3 applies the 
defaults to past lines already created. 
 
Step 3 
Only make changes to a Requisition from the “3. Review 
and Submit” page.   
 
Click “Select All” to insure distribution change will be 
applied to all lines of the Requisition.  You may select only 
the lines you wish to update. 
 
Click on the “Modify Line/Shipping/Accounting” button.   
If you click on the “Load Values From Defaults” link, it will 
load the values from your Define Requisition page.  Once 
the default values have loaded, you can review them and 
make any necessary modifications.  Alternatively, you can 
simply make the changes in the Accounting Information 
section.  Once you have made your changes click “Apply”. 
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Note: If you are using eMarket do not use “Load Values 
From Defaults”, only enter new data in the field needing to 
be updated.  Loading these values for eMarket orders will 
erase pertinent vendor or item data required for the order 
and it will be sent back to you for correction. 
 
Step 4 
Clicking on the “Load Values From Defaults” link will load 
the values from your Define Requisition page.  Once the 
default values have loaded, you can review them and make 
any necessary modifications.  Once you have made your 
changes click “Apply”. 
 
Note:  

• All Distribution Lines applies to all that you 
checked in step 3. (use this one) 

• Matching Distribution Lines will do the same as the 
previous. 

• Replace Distribution Lines should be used when you 
are updating from a project to a non project budget 
to remove and replace or when you get this error 
message and can’t save, remove PC business unit: 

 
 Click: OK 
Step 5 
Click the “Check Budget” button.  This will update the 
workflow approval process if you have changed any budget 
information. 
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Step 6 
Once you receive a “Valid” budget checking status, 
click “Save & Submit” to reinitiate the approval 
process. 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 


