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Allow Purchasing Agent to Change Buy Entity 
 
NCAS Purchasing Agents* will now be able to change the ‘Buying Entity’ field on original requisitions as it 
moves through the approval flow.  When an original requisition is in ‘Submitted’ status, the purchasing agent will 
have an ‘Update Buying Entity’ button in addition to the existing ‘Approve,’ ‘Deny,’ and ‘Edit’ buttons.  Users 
must be in the approval flow and users cannot be acting as the Override Budget Officer. 
 
*Users with the entity specific purchasing agent role must also have the ‘Purchasing Agent’ role.  
 

 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 

1. When a purchasing agent views a requisition requiring their approval, they will now see a new button. The 
‘Update Buying Entity’ button will be listed next the ‘Approve,’ ‘Deny,’ and ‘Edit’ buttons. Click the 
‘Update Buying Entity’ button to initiate the update buy entity process.  This can only be done on 
original versions of a requisition. 
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2. After clicking the ‘Update Buying Entity’ button, a message is displayed notifying users that the 

requisition is in the process of withdrawing pre-encumbrance.  
3. Click ‘OK’ to continue. 
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4. Once the pre-encumbrance has been withdrawn, click ‘Edit’ to update the buying entity.  The status of 
the requisition will remain ‘Submitted’, as to avoid re-approvals. 
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5. The Buying Entity field is now editable.   
 
Note: After the buying entity (and any other field) has been updated, submit the changes.  The requisition will 
still need to be approved before moving to the next approver’s queue. 

 


