How to Create a Off‐Contract Requisition for the
Next Fiscal Year
The purpose of this document is to provide guidance on how to create a off‐contract requisition for the next
fiscal year. This document will assist agencies on how to properly create new orders for the next fiscal year
in APP.
This document is a quick‐reference guide for agency users creating new requestions for the next fiscal year in
APP. If you have any questions, please contact the APP Help Desk at app@azdoa.gov.

Create an Off‐Contract Requistion for the Next Fiscal Year
1. From any page in the APP, navigate to the Procurement drop‐down menu and select Create.

2. From the Create page, enter the mandatory fields in order to create the new requisition. Do not
update the fiscal year field. Leave it as the current fiscal year.

3. Click on the Save button located at the top of the page to save your changes.

4. Click on Back to Catalog located at the top of the page and select the line items that you will be
ordering.

5. Click on Add Non‐Catalog Item to Cart and enter the manditory fields. Once your item has been
created and added to your cart, click Save and Close and the item will be added to your shopping cart.
Duplicate this step for each line item.
6. Click on the shopping cart icon located on the top right‐hand side of the page and then click on Go to
Requisition.

7. Go to the line item you add at the bottom of the Purchase Requisition tab and click on the Pencil icon
to edit the item on the requisition.

8. Edit the required fields to show the correct quantity, tax and supplier contact. Ensure the delivery
date is set to after the start of the new fiscal year.

9. Click on Budget Information and you will see that the Fiscal Year and Budget Fiscal Year is now
showing the new fiscal year. If the previous year is still showing go to the top of the page and click on
Reset Allocations to reset the budget line information on the line item. Then click on Budget Information
to see the fiscal year.

10. Click on Save & Close located at the top of the page to save your changes.

11. Duplicate steps 7 through 10 for each line item in your requisition.

You can not go any further with this order until the new fiscal year starts.

Start of New Fiscal Year
1. Once the new fiscal year has started, from any page in the APP, navigate to the Procurement drop‐
down menu and select Browse Requisitions.

2. You have a varity of different search options available for you to unilize, however, searching by
Requisition Status would be the best method as all your requisitions will be in a Draft status. Click on the
drop‐down arrow and select Draft and then click Search.

3. Select the requisition and click on the Pencil icon to edit the draft requisition.

4. Update the Fiscal Year field from the old fiscal year to the new fiscal year by clicking on the Elipsis
icon and then selecting the new fiscal year.

5. Go to the line item you added at the bottom of the Purchase Requisition tab and click on the Pencil
icon to edit the item on the requisition.

6. Click on Budget Information and add the remaining budget line on the PO. Click on Save & Close
located at the top of the page to save your changes.

7. Duplicate steps 5 and 6 for each line item in your requisition.
8. Click on Submit for Approval located at the top of the page to submit the requisition for approval.
Once final approved, the requisition will be ordered and the PO will be created for the new fiscal year.
***END OF CREATE A OFF‐CONTRACT REQUISTION FOR THE NEXT FISCAL YEAR QRG***

