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Follow the steps to Retrieve a Requisition (if needed) 

From the Edit 
& Submit 
screen, 
• Check the 

box next to 
the first 
line item 
only, and 
then click 
Update 

 

Go to the 
Billing section 
and populate 
the Grant 
account  

 
 
 
 

Check the 
Apply this 
Cost 
Allocation 
information 
to all 
applicable 
requisition 
lines box to 
apply the 
account to the 
other items 
listed on your 
requisition 

 

Scroll to the 
right and click 
Apply 

 
               

               Continue to complete the Checkout process 
 

Note: Populate the Project, Task, Award, Expenditure Type, Expenditure 
Organization and Expenditure Item Date fields only 

https://www.uab.edu/financialaffairs/training/i-procurement-retrieving-a-requisition
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