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Canceling a Requisition

	1.  
	Begin by navigating to the Maintain Requisitions page.

Click the Purchasing link.
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	2.  
	Click the Requisitions link.
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	3.  
	Click the Add/Update Requisitions link.
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	4.  
	Click the Find an Existing Value tab.
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	5.  
	Enter the desired information into the Business Unit field. Enter a valid value e.g. "pur01".

	6.  
	Enter the desired information into the Requisition ID field. Enter a valid value e.g. "0000000176".

	7.  
	Click the Search button.
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	8.  
	Before canceling a requisition, you should enter comments indicating why it is being cancelled.

Click the Add Comments link.
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	9.  
	Enter the reason for the cancellation. Include your initials, date and reason for cancellation.

Enter the desired information into the field. Enter a valid value e.g. "CNW 12/19/05 - Already ordered on another requisition".

	10.  
	Click the OK button.
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	11.  
	Click the Cancel button.
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	12.  
	You are reminded that once cancelled, no other changes can be made to the requisition.

Click the Yes button.
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	13.  
	Once the requisition has been cancelled, you may not view it in the Maintain Requisitions page.

At this point, the requisition is cancelled. The remaining steps allow you to verify that the Status of the requisition is Cancelled. These steps are optional and need not be performed unless you want to verify that the requisition has been cancelled.

Click the Home link.
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	14.  
	From the Navigation menu, do the following:

Click the Purchasing link.
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	15.  
	Click the Requisitions link.
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	16.  
	Click the Review Requisition Information link.
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	17.  
	Click the Requisitions link.
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	18.  
	Enter the desired information into the Business Unit field. Enter a valid value e.g. "pur01".

	19.  
	Enter the desired information into the Requisition ID field. Enter a valid value e.g. "0000000176".

	20.  
	Click the OK button.
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	21.  
	Notice that the Status is marked Canceled.
Requisitions that are marked cancelled will remain cancelled until an archived process is run.

	22.  
	Please note that you are in Inquiry mode. You cannot make any changes to this requisition.

Click the 0000000176 requisition link.
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	23.  
	Click the Return button.
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	24.  
	You have successfully canceled a requisition and verified the Status of the canceled requisition.

End of Procedure.
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