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How to Cancel or Edit Requisition 

 
A requisition can only be cancelled or edited when the status is “Draft” or “In Progress.”  Once final 
approval is obtained, and the requisition is awaiting sourcing by Purchasing it can only be Closed. 

1. Search for My Requisitions or View More Details 

 

2. Fill out as much information available to narrow down your search. Then click OK. 
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3. Under My Requisitions, select the three dots to the right of the requisition number you wish 

to cancel/change. 

 

4. Under Actions, select Requisition and you can click Edit or Cancel 

 

 

When canceling - it will bring you to a page that says Confirm Requisition Cancel. You can make a 

comment if needed. Then select OK. 
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When editing – it will bring you to the page where you can add or change any information. Once 

changes are made, click Submit. 
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