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Changing Chartfields on a Requisition in CUNYfirst 9.2 

 

1. After you log into CUNYfirst, and click on the link for Financial Supply Chain.  The following screen 

(or a similar one depending on your access) should appear: 

 

 

2. From the Employee Self Service drop-down menu, select Procurement Operations. 

 

 

3. Next, select eProcurement. 
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4. The following screen will appear.  For tax levy requisitions, enter the Business Unit as BCCPR and 

then enter your requisition number, with five leading zeros. Click the search button, and CUNYfirst 

will display the requisition name and status.  In the select options field, click on Edit the click the Go 

button. If you select My Requisitions, select the option to edit your requisition and skip to step 6. 

 

 

5. The following message will appear, and you should click Ok to proceed with the chart field edits. 
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6. When the Edit Requisition screen appears, you have two options; to edit individual lines or to edit all 

lines on the requisition.  Select the individual line or select all and click the small gray arrows on the 

left side of your screen next to the line description. 

 

 

7. If you are only changing one line, click on the small gray arrow for accounting lines. Alternatively, if 

you want to apply the change to all lines, click mass changes (make sure you checked the box for 

Select All). You should see a screen that shows fields for accounting information. Please enter the GL 

Unit for your requisition. Note you should use BCC01 for all tax levy requisitions. To locate additional 

accounting chartfields, click the buttons Chartfields2 or Chartfields3. 

 

 

 

 

 



4 
 

8. Chartfields2 includes fields for operating unit, fund, department, program major purpose and 

special initiative.  Chartfields3 includes the field for funding source.  Enter the updated chartfield 

codes and click the OK button. 

 

 

9. If you are applying changes to all the lines in your requisition, select “All Distribution Lines” and click 

OK. 
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10. On the next screen, click “Save and Submit” 

 

 

11. CUNYfirst should display a confirmation screen. You will see that the requisition is re-routing for 

approvals. To confirm that CUNYfirst accepted your changes, click the view printable version link to 

review the updated chartfields. 
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12. Here is the printable version of the updated requisition with updated chartfields: 

 

 

 

 

 

 

 


