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Only YOU can enter FY25
Requisitions correctly

What day is today?

Not just the Wednesday of the Easter Octave, or the or the sixth Day of the Divine Mercy Novena, but it is ...

The second day you can enter
Requisitions in Cardinal
Financials for FY25

FY25 is open to allow requisitions to be created in Cardinal Financials
for reception of the good or service on or after May 1, 2024. You will
enter the requisition normally but will need change the:

> “Accounting Date”
> in the "Header” section of the requisition
> to "May 1, 2024". (it is important to use the correct date)

Warning...
Failure to make these changes may result in errors
and delays in processing your requisition request.

< My Homepage Add/Update Requisitions o Q : %
New Window Help Personalize Page

Maintain Requisitions

Requisition
~
Business Unit Procurement Policy S Status  Pendi
CUA / ~ ending
~ )
Requisition ID  NEXT / 40 ~ . BudgetStatus Not Chk'd
(g ~
Requisition Name New REQ for FY25 ’, 0 ~
a @ -~ ~ untl' ~ -~ (JHold From Further Processing
¥ Header @ ng
*Requester |MCHALERM
McHale,Robert M ~

*Requisition Date |03/19/2024 0
Requester Info

Origin |ONL
On Line Purchasing

*Currency Code USD —
- -

Requisition Defaults Add Comments
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Custom Fields (. °00, Hey, there is more
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BE ADVISED - IMPORTANT
The “Budget Check” of your FY25 Requisition may result in the “Budget Status” being in “Error”...

DO NOT PANIC!

Be patient. Your FY25 Budget may not have been loaded in Cardinal Financials by the Academic Budget
Office or University Budget Office just yet, resulting in the “Error”. Your Requisition is still active
and saved in Cardinal Financials, but must have your department / school’s FY25 Budget loaded (and
enough money in the account) for the Requisition “"Budget Status” to become “Valid”.

For more information about specific budgets, contact:

- University Budget Office (Paula Blackwell)
- Academic Budget Office (Angela Cooper)

K;u;\ ) Move EOY Dates and Events

Any new REQUISITIONS for this current
Fiscal Year (FY24),

MUST be entered by:
Monday, April 8, 2024

If you are buying goods or services that will be physically received or
completed by April 30, 2024, then the requisition for them must be
entered into Cardinal Financials by the EOB on Monday, April 8, 2024

This allows adequate time for budget check, primary approval, chart field
approval, purchase order creation and dispatch.
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