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Canceling a Requisition 

This Addy Note explains the steps needed to cancel a requisition and budget check a canceled 
requisition. 

You can cancel requisitions with an “Open,” “Approved,” “Pending,” or “Denied” status. The 
cancel functionality cancels the entire ePro requisition. However, if you need to remove a line 
from a requisition, simply edit the requisition and use the delete functionality on the Checkout – 
Review & Submit page.  

Canceling a requisition involves locating and canceling the requisition, then budget checking it. 
You must budget check the canceled requisition so that the pre-encumbered funds go back into 
the account. Follow the steps below to cancel, and budget check a requisition. 

Step Action 

1.  Navigate to: Main Menu > eProcurement > Manage Requisitions.  
 

 
 

2.  Enter the search criteria to find the requisition(s) you want to cancel.  

3.  Click Search.  
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Step Action 

4.  Click the Select Action field down arrow for the requisition.   
 

 
5.  Select Cancel Requisition.  

 

 
6.  Click Go.  
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Step Action 

7.  Click Cancel Requisition to cancel the requisition.  
 

 
 
Note: You do not receive a confirmation that the requisition has been canceled. 
Instead, you are directed to the Manage Requisitions page.  

8.  To budget check the canceled requisition, click the Request Status field down arrow 
on the Manage Requisitions page.  
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Step Action 

9.  Select Canceled.  
 

 
10.  Click Search.  

 

 
11.  Click the Select Action field down arrow for the canceled requisition you need to 

budget check.  
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Step Action 

12.  Select Check Budget.   
 

 
 
Note: Check Budget will not be an option if the budget was not checked prior to 
canceling the requisition.  

13.  Click Go.  
 

 

 


