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Introduction 
 
The purpose of this guide is to assist experienced Budget Approvers to amend a requisition that has 
utilized the Subject to Availability of Funds (SAF) process in STRIPES. This is not meant to be an 
instructional guide for amending standard requisitions and will limit focus to the steps required by the 
Chicago Budget Office.  
 
The SAF requisition process should only be used when funds are not available in the STARS 
Financial System. This process will allow a requisition to be approved and sent to the Acquisition 
Office for processing by the Contract Specialist (CS) prior to availability of funds. Once funds have 
been placed into STARS, the requisition will be amended to add the appropriate commitment allowing 
the CS to finish processing the award. By utilizing this process, work can be initiated further in 
advance which will level off the workload by the Chicago Acquisition Office. 
 
PART 1 will start with the steps needed to approve the SAF requisition. Please note that these steps 
are not new to the process; however, the guide will provide additional data points to be verified before 
approving the requisition. 
 
PART 2 provides the new steps required to amend the requisition to place the money back onto the 
award after the funds have been made available in STARS. 
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Approving and Amending a SAF Requisition 

PART	1:	Approving	
 

 
 

1. Log into STRIPES and go into you Inbox to approve the initial SAF requisition.  
 

 
 

2. Click on the requisition number to open it. 
 

SCMS Rev. 2.4/BUD_Exh6.pdf 5 of 17 (03/2012)



Quick Guide – Approving and Amending a SAF Requisition 
 

 Approving and Amending a SAF Requisition 6 01/24/2012 
 

 
 
Notice that the Commitment is $0.00 and the Total Amount is positive and reflects the intended 
amount that will be committed. This is an indication that this is a SAF requisition; however, you’ll need 
to look at the accounting page of the requisition to verify that this is a SAF requisition. 
 
 
 

 
 
The screen shot above displays the accounting page of this requisition. The “Subject to Availability 
Funds” field is marked as “Yes”.  
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In addition, the printed PDF copy of the requisition will also indicate that this is a SAF requisition. 
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3. Once you have completed reviewing the requisition, click the Approve button. 
 

 
 

4. Enter your approval password and then click the Mark Approved button. 
 
The SAF requisition will pass financial validation in the STARS system since it is being sent over with 
zero dollars. Once the SAF requisition is released by STARS it will be assigned to the appropriate CS 
for processing. These procedures allow the requisition to be created and approved in STRIPES 
before funding is available. 
 
The second part of this guide will walk you through amending the requisition to put the money back 
on after the funds have been updated in STARS. 
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PART	2:	Amending	
 

 
 

5. Open the SAF requisition that needs to be amended. 
 

 
 
Notice that the requisition is in a Released version and that it has gone into the Award stage.  
 

6. Click the Amend button. 
 

 
 

7. On this screen click Create. 
 

SCMS Rev. 2.4/BUD_Exh6.pdf 9 of 17 (03/2012)



Quick Guide – Approving and Amending a SAF Requisition 
 

 Approving and Amending a SAF Requisition 10 01/24/2012 
 

 
 
You have now created the first amendment to the requisition but the commitment still displays zero. 
You need to complete the steps to add the commitment. 
 

8. Click the Items menu option. 
 

 
 

9. Click on the item number. 
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10. Click the Modify button. 
 

 
 

11. Click the Ship To / Acct menu option. 
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12. Click the Ship To code. 
 

 
 

13. Click on the Account ID number. 
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14. Scroll down to the bottom of the page.  
 
IMPORTANT: When you first open this page the “Subject to Availability of Funds” box will be 
checked 
 

15. Uncheck the “Subject to Availability of Funds” box then click Submit. 
 

 
 

16. Click Submit again. 
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17. Click Return. 
 

 
 
You have now added the commitment amount to the requisition and are ready to validate the 
information in STRIPES and STARS. 
 

18. Click the Validations menu option. 
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19. When the STRIPES validations have completed click on the Financial Validations hyperlink. 
 

 
 

20. After completing both validations click on the Main menu option. 
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STRIPES has been configured so that you can “Self Approve” these amendments. 
 

21. To approve this amendment click the Self Approve button. 
 

 
 
The amendment goes through one last STRIPES validation. 
 

22. Click on the hyperlink to continue. 
 

SCMS Rev. 2.4/BUD_Exh6.pdf 16 of 17 (03/2012)



Quick Guide – Approving and Amending a SAF Requisition 
 

 Approving and Amending a SAF Requisition 17 01/24/2012 
 

 
 

23. Enter your approval password. 
24. Click the Mark Approved button and return to the STRIPES homepage. 

 
This concludes the process needed to place the commitment on the SAF requisition. Once the 
amendment is released by STARS a notification will be sent to the original CS and it will be 
automatically assigned back to him/her to finish processing the award. 
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