[bookmark: _GoBack]Job Aid for Early Requisitioning 

2023-2024 “A” FUNDS REQUISITIONS


	Begin your Requisition Name with 23/24 VENDOR NAME.   
**Change the Budget Date in the Accounting Defaults section on the Define Requisition Page to 07/01/2023.  
The Budget Date field is to the far right within Accounting Defaults. 
(see example below). If you don’t change this date before leaving the page, you’ll have to start the requisition over.   
This process must be followed THROUGH June 30, 2023

In Justification comments: 
Enter any pricing, contract details, and requester’s name.  
Attach quotes, proposals, and/or any other supporting documentation. 
*Reqs without supporting docs attached, will be denied. 
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3. Review and Submit

‘Specify requisition name, requester, and other information that applies to the entire requisition.

Business Unit: Q_ Rochester City School District

“Requester: 2003810 ‘Q Linda F. Game

Requisition Name:

Vendor: 0000001142 Ja Vendor Location: (000001 Ja,

Buyer:  |2003810 Ja *Category: (430 Ja

Shipping Defaults
ShipTo:  |620 Ja
Due Date: | |5 ATTENTION (Use only for Direct Connect): [

[Accounting Defaults
| Chartfieldst

“Currency:

Priority:

Unit of Measure:

| Medium

Location GLUnit  Account Fund Org

620 | [RcsD1 |oy 5430 [A |y [62012 |y [2020 | 0000 |

Source
Type

Category  Subcategor,

Q|

Q[

Q| Q[ (<Y





