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Steps to Prevent Requisitions being entered in the prior year: 

The only way to prevent users from entering requisitions in the prior fiscal year, is to remove the 

position type from their position.  There is a new feature which will allow you to remove 

position type from many positions at a time, which can be accessed through Configurations-

Position Type, by your District Security Approver. 
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Once removed, the user, if logging into the fiscal year where their position type has been 

removed, they will receive an error.  Once the user gets kicked back to the Home page, they can 

change the fiscal year at the bottom of the screen to the current fiscal year. 

 

 

 

If the user needs to view the fiscal year (2020) in which their position type has been removed, 

they can run reports or from the search screen change the fiscal year to 2020 and view 

requisitions.  If they try to add requisitions it will add the requisition in FY2020-21. 

 

Change to current FY 

2021 to be able to 

enter requisitions 

Change to prior FY 

2020 to view prior 

year requisitions 

Must be 

logged in to 

FY 2021 


