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COPYRIGHT & TRADEMARKS 

 

Copyright © 1998, 2011, Oracle and/or its affiliates.  All rights reserved. 

Oracle is a registered trademark of Oracle Corporation and/or its affiliates. Other names 

may be trademarks of their respective owners. 

 

This software and related documentation are provided under a license agreement 

containing restrictions on use and disclosure and are protected by intellectual property 

laws. Except as expressly permitted in your license agreement or allowed by law, you 

may not use, copy, reproduce, translate, broadcast, modify, license, transmit, distribute, 

exhibit, perform, publish or display any part, in any form, or by any means. Reverse 

engineering, disassembly, or decompilation of this software, unless required by law for 

interoperability, is prohibited. 

 

The information contained herein is subject to change without notice and is not warranted 

to be error-free. If you find any errors, please report them to us in writing. 

If this software or related documentation is delivered to the U.S. Government or anyone 

licensing it on behalf of the U.S. Government, the following notice is applicable: 

 

U.S. GOVERNMENT RIGHTS 

Programs, software, databases, and related documentation and technical data delivered to 

U.S. Government customers are “commercial computer software” or “commercial 

technical data” pursuant to the applicable Federal Acquisition Regulation and agency-

specific supplemental regulations. As such, the use, duplication, disclosure, modification, 

and adaptation shall be subject to the restrictions and license terms set forth in the 

applicable Government contract, and, to the extent applicable by the terms of the 

Government contract, the additional rights set forth in FAR 52.227-19, Commercial 

Computer Software License (December 2007). Oracle USA, Inc., 500 Oracle Parkway, 

Redwood City, CA 94065. 

 

This software is developed for general use in a variety of information management 

applications. It is not developed or intended for use in any inherently dangerous 

applications, including applications which may create a risk of personal injury. If you use 

this software in dangerous applications, then you shall be responsible to take all 

appropriate fail-safe, backup, redundancy and other measures to ensure the safe use of 

this software. Oracle Corporation and its affiliates disclaim any liability for any damages 

caused by use of this software in dangerous applications. 

 

This software and documentation may provide access to or information on content, 

products and services from third parties. Oracle Corporation and its affiliates are not 

responsible for and expressly disclaim all warranties of any kind with respect to third 

party content, products and services. Oracle Corporation and its affiliates will not be 

responsible for any loss, costs, or damages incurred due to your access to or use of third 

party content, products or services
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Budget_Check_a_Requisition_9_2 

Budget Check Contract and Non-Contract Requisitions 

Budget Check a Requisition 

Procedure 

 
In this topic you will learn how to Budget Check a Requisition. 

 

NOTE: The requisition must be at a status of approved before it can be budget checked. 

 
 

Step Action 

1. Click the Main Menu button. 

 

2. Click the Purchasing menu. 

 

3. Click the Requisitions menu. 

 

4. Click the Add/Update Requisitions menu. 
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Step Action 

5. Click the Find an Existing Value tab. 
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Step Action 

6. Enter the desired information into the Requisition ID field. Enter "0062988". 

7. Click the Search button. 

 

 

 
 

Step Action 

8. Click the Budget Check button. 

 

NOTE: The system will automatically send you to the Process Monitor panel. 
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Step Action 

9. Click the Refresh button until the Run Status = Success and the Distribution 

Status = Posted. 
 

NOTE: DO NOT repeatedly click the Refresh button as this uses system resources. 

Please allow 15 seconds between clicks. 

 

10. Run Statuses 
 

It is possible that the Run Status will not display as Success when budget checking a 

requisition. Other statuses are Warning, No Success and Error. 

 

A Run Status of Success indicates that the document budget checked successfully. 

11. Run Statuses (continued) 

 

A Run Status of Warning indicates that either no documents were selected to 

process, or the process was successful and produced a budget check error. 
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Step Action 

12. Run Statuses (continued) 

 

A Run Status of No Success indicates that the process deadlocked with another 

process. The user will: 

 

1. Click on the Details link; 

2. Click Restart; and  

3. Click OK to restart the process.  

 

NOTE: If restarting the process results in a No Success again, the user should 

open a Help Desk ticket. 

13. Run Statuses (continued) 

 

A Run Status of Error indicates that the program failed. The user should open a 

Help Desk ticket to report the error. 

 

 
 

Step Action 

14. Click the Go back to Requisitions link to return to the Requisition header page. 
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Step Action 

15. In this example the Budget Status is Error. 

 

NOTE: The Budget Status must be Valid in order for the requisition to be sourced 

as a P.O. 
 

Click the Error link to view the error message. 
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Step Action 

16. The error message displays in the Exceptions column. 

 

Click the Close (X) button to exit the screen. 

 

17. NOTE: The error must be corrected and the Budget Check re-run in order for the 

requisition to be sourced as a P.O. 

18. This completes Budget Check a Requisition. 

End of Procedure. 
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Change a Chartstring on a Budget Checked Requisition 

Procedure 

 
In this topic you will learn how to Change the ChartString on a Budget Checked Requisition.  

 

Step Action 

1. NOTE: The procedures outlined in this topic can only be performed on a 

requisition that has not been sourced to a Purchase Order (PO) or Request for 

Quote (RFQ) by Purchasing. If the end-user attempts to perform these procedures 

and receives a message advising that the requisition (or at least one line on the 

requisition) has been sourced and cannot be canceled, he/she should contact the 

Buyer or Purchasing for assistance. 
 

The following must exist for this procedure to be successful: 

Requisition Status: Approved 

Budget Check Status: Valid 

Purchase Order: None existing 

 

 
 

Step Action 

2. Click the Main Menu button. 
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Step Action 

3. Click the Purchasing menu. 

 

4. Click the Requisitions menu. 

 

5. Click the Add/Update Requisitions menu. 

 

 

 
 

Step Action 

6. Click the Find an Existing Value tab. 
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Step Action 

7. Your Business Unit should default into the Business Unit field when working in 

Production. If it does not contact your Buyer or Purchasing Superuser. 

8. Search for Existing Requisitions 
To search for existing requisitions, you must enter all or part of one of the following 

search criteria: 

• Requisition ID - to view a specific requisition; or  

• Requester - to view the requisitions entered by a specific requester. 

9. Requester 
 

You must enter the requester's user id into the Requester field. If you enter 

the requester's name in the Requester field you will receive the following 

message: "No matching values were found".  

 

The Requester field is not case sensitive unless the Case Sensitive box is checked. If 

the Case Sensitive box is checked, you must enter the requester's user id in ALL 

CAPS.  
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Step Action 

10. If the Case Sensitive box is unchecked, you will retrieve all records (i.e. options 

entered in upper, lower or mixed case). By checking the Case Sensitive box, you are 

limiting your options since PS is looking for a case-sensitive match (i.e. information 

is entered in ALL CAPS). 

11. Requester Name 
 

To search by Requester Name, enter the last name of the requester. If you want to 

search for a requester by first name, change the search filter from "begins with" to 

"contains".  

12. Requisition Status: 
 

If you did not enter a Requisition ID, but instead enter the requester's user id to 

search, you should select a Requisition Status of Approved to narrow your search. 

13. Enter the desired information into the Requisition ID field. Enter "0062988". 

14. Click the Search button. 

 

15. Scenario 
 

In this example you will cancel a line on a budget checked requisition by completing 

the following: 

1. Add a new line to the Schedule page; 

2. Cancel Line 1 on the Schedule page; 

3. Enter the desired Quantity and Price on Line 2 of the Schedule page; and 

4. Change the Account Code on the Distribution page from 546700 to 536298.  
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Step Action 

16. NOTE: The current requisition Status is Approved and the Budget Status is Valid. 
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Step Action 

17. You must navigate to the Schedule page in order to cancel a line on a budget 

checked requisition. 

 

Click the Schedule... button. 

 

 



Training Guide  

Budget_Check_a_Requisition_9_2 
 

 Page 14 

 
 

Step Action 

18. A new line must be added to replace the line being cancelled. The new line must be 

added prior to canceling the desired line to prevent save errors from occurring. 

 

Click the Add multiple new rows at row 1 button. 
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Step Action 

19. A Prompt box will open. You may enter the number of rows to be added (if you 

have multiple distribution lines). The default is 1. 

 

Click the OK button. 
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Step Action 

20. Click the OK button. 
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Step Action 

21. Click the Cancel Schedule button for Line 1. 

 

 

 
If a requisition Schedule page contains more than one distribution line (i.e. 

distribution of funds is split to more than one ChartString), clicking the Cancel 

button will result in cancellation of all distribution lines for that requisition 

line. 

  

An alternative method to re-entering all distribution lines is to copy the 

requisition to a new requisition and then make the necessary changes to the 

distribution lines before Budget Checking the requisition. The old requisition 

would need to be cancelled by Purchasing after you have copied the 

requisition. 

  

See the "Copy a Requisition from an Existing Requisition" topic in the 

Managing Non-Contract Requisitions manual.  
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Step Action 

22. NOTE: If an attempt is made to cancel a requisition distribution line after the 

requisition has been sourced, a warning message will display advising that at least 

one line has been sourced to a PO or RFQ and the requisition cannot be 

cancelled.  
 

If this message displays: Click OK and cease these procedures, as they do not 

apply to this requisition. Contact your Buyer or Purchasing for further assistance.  

 

 
 

Step Action 

23. If the requisition has not been sourced to a PO or RFQ and the line can be cancelled, 

a warning message will display advising you that canceling the requisition line will 

create a change order. 

 

Click the Yes button. 

 

24. The status on the line 1 is changed to Cancelled. 

25. Enter the desired information into the Quantity field. Enter "1". 

26. Enter the desired information into the Price field. Enter "24.99". 
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Step Action 

27. Click the Distribution button. 
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Step Action 

28. Enter the desired information into the Account field. Enter "536298". 

29. In this example, the chartstring contains a Project/Grant number. Project/Grant 

numbers can be added/changed/deleted as needed. 

30. Click the OK button. 

 

 

 
 

Step Action 

31. Click the Save button. 

 

32. Click the Return to Main Page link. 
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Step Action 

33. The Requisition Status may now say Pending or Approved, but the Budget 

Status is Not Checked. The requisition must be Approved and Budget Checked 

again before it can be sourced to a PO or RFQ.  

34. This completes Change a Chartstring on a Budget Checked Requisition. 

End of Procedure. 

 

 

 

 


