
Entering FY26 Requisitions with 09/01/2025 budget date 

1. Click on ePro Create Requisition 
 

2. Click on Requisition Defaults  
 

3. Change Accounting date to 09/01/2025 BEFORE entering any other info 

 

4. Enter all information (req name, supplier, buyer, NIGP class, UOM, Ship To, Attention and budget info - Ensure 
Appn Year is 2026 

 

5. Click on Details tab and ensure Budget date is 09/01/2025 

 

6. Click Done 

 



7. Click ‘Yes’ on the Overwrite pop up message. 

 
8. Enter requisition info as usual and click add to cart. 
9. After clicking Check Out, open the Accounting Lines. Click on Schedule/Details icon. 

 

 

10. Click the Budget Information tab and you should see 09/01/2025. 

 

11. If you do not see the correct Budget Date: 
Field staff – reach out to your local Business Manager 
CS staff – reach out to your Budget Analyst 

 

 

 


