How to Cancel a Requisition in ePro

If a requisition has been denied, you will want to cancel that requisition so that the
funds reserved for that purchase can be reinstated to your budget

To cancel a req go to the Manage Requisition Page (eProcurement > Manage
Requisitions) and select “Cancel Requisition” and click =2

Manage Requistti

&2

To locate requisitions, edit the criteria be nd click the Search button.
Request

Business Unit: |BEMNUY Q isition Name:

RequisitoniD: | |Q . |AlbutComplete |  Budget Status: v

Date From: 05/2712010 5] Date To:

Requester.  |KBOWKER a Entered By: | o, eom: [ &
Search Clear

Toview the lifespan and line items for a requisition, click the Expand triangle icon: [+
To edit or perform another action on a reguisition, make a selection from the Action dropdewn list and click Go.

ReqlD Requisition Mame BU DCate Status Budaget Total
b 0000000048 TestDeny BENUV 06/02/2010 Denied valid PO | Cancel Requis|iag [E

P 0000000047  Test Denying Requisition BENUV 06/02/2010 Approved  Valid 50.00UsD| <Select Action.. v | Go
I 0000000046 TestReq $1,001 BENUV 06/01/2010 Pending  Valid 1,001.00UsD| <Select Action.. v | Go
b 0000000045 TEST blanket BENUV 0G/01/2010 Approved  Valid 500.00UsD| Select Adtion.. v | Go

The screen below will appear. Click the _“ancel Requisition 1y¢ton,

A

Requisition Details for: Karl F. Bowker

Business Unit: BEMUY Date:  06/02/2(ND

Requisition Name: Test Deny Status: Denied

Requisition 1D: 0000000048 Total:  250.00

Line Item Description Status Total
1 TestDeny Denied 250.00000 Each  1.0900 $250.00

Eeturn to Manage Requisitions Cancel Requisition
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Notice that the status has changed from “Denied” to “Cancelled”, and the budget
status has changed from “Valid” to “Not Checked”. To remove the funds from being
reserved from your budget you will need to run the check budget process. To do
this select “Check Budget” from the dropdown list a\nd click @

To locate requisitions, editthe criteria behsag

Business Unit: [BENUV  |Q
ReguisioniD: | |Q .
Date From: Eﬂ Date To:
Requester: Q Entered By:

Search | Clear |

Toview the lifespan and line items for a requisition, click the Expand triangle icon: [+

To edit or perform another action on a requisition, make a selection from the Action dropdown list and clickSg,
Req D Requisition Mame BU Date Status Budget Total

and click the Search button.

Requisition Name:
All but Complete  »
06/03/2010 Ell

I |0000000048 TestDeny BENUV 0E/02/2010 Cancelled Mot W el Check Budget [¥co
Chicd

I 0000000047  TestDenying Requisition BENUV 06/02/2010 Approved  Valid 50.00USD| <SelectAction.. v Go

I 0000000046  TestReq $1,001 BENUV 06/01/2010 Pending  Valid 1,001.00UsD| =SelectAction.. v | Go

I 0000000045 TEST blanket BENUYV 06/01/2010 Approved  Valid 500.00UsD| <SelectAction.. v | Go

Create Mew Requisition  Inguire Change Request [nguire Receipts  Requisition Report

The budget status is now set to “Valid”.

Manage Requisitions

= o
To locate requisitions, edit the criteria below and click the Search button.

Business Unit: Q Requisition Name:
Requisition ID: l:IQ Request Status: | All but Complete Budget Status: v
Date From: EJ Date To: IEJ

e R e N

Search | Clear |

Toview the lifespan and line items for a requisition, click the Expand triangle icon: [
To edit or perform another action on a requisition, make a selection from the Action dropdown list and k Go.

ReqlD Requisition Mame BU Date Status Total
P 0000000048 TestDeny BENUV 0B/02/2010 Cancelled  Valid 0.00USD| <Select Action.. v | Go
P 0000000047 TestDenying Requisition BENUV 0B/02/2010 Approved  Valid 50.00UsD| <Select Action.. v | Go
P 0000000046 TestReq $1,001 BENUV 08/01/2010 Pending  Valid 1,001.00USD| <SelectAction.. || Go
P 0000000045 TEST blanket BENUV  08/01/2010 Approved  Valid 500.00U5D| <Select Action.. v | Go
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