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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.

& ucF Financials ) muCF | Home | w

Favorites = | Main Menu ~ > eProcurement~ > lanage Requisifions

 Manage Requisitions

Search Requisitions

To locate requisitions, editthe criteria below and click the Search button.

Business Unit (o} Requisition Name Q.
Requisition ID (o} Request State| All but Complate v Budget Status v
Date From 10/04/2018 [ Date To[10/11/2018 =
Requester (o} Entered By a POID Q

Search Clear Show Advanced Search

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

3. | Click Search.
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4. | Click the Select Action field down arrow for the requisition.

Total

27 00 UsD | [Select Action] O Go

5. | Select Cancel Requisition.

Total
22.00 USD {[Select Action] r Go
1,800.00 £
28.37 USD | Edit Go
Wiew Cycle
30.09 USD | view Print £
[Select Action]
3828 USD =TT G oI GD
6. | Click Go.

UsD :Cancel
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Click Cancel Requisition to cancel the requisition.

Requisition Details for: Addy Approver

Business Unit UCFQ1 Date 10/11/2016

Requisition ID 0000385588 Status Open

Requisition Name you know Total 809999 USD
Line Details
Line Item Description Status Price Oty Total
1 ACER 567 Open 899.99000 Each 1.0000 89099
Cancel Reguisition

Return to Manage Requisitions

Note: You do not receive a confirmation that the requisition has been canceled.

Instead, you are directed to the Manage Requisitions page.

To budget check the canceled requisition, click the Request Status field down arrow

on the Manage Requisitions page.

Requisition Name

Request State: All but Complete
Date To |[10/M11/2016

Entered By
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Select Canceled.

Request Statef All but Complete v
Date To

All but Complete

Entered By ememm—,
{ Canceled
8 pe e
Advanced Sear Denied
Open
PO FPartially Canceled
PO Partially Completed

diriangle icon. | po partially Created
' from the Action | proye) Canceled

] Reques FPO(s) Completed
R .| PO(s) Created
/2016 Fending o) pispatehed

Partially Dispatched

Fartially Received

172016 Pending Pending

Received

1/2016 Pending S8 Lines

1/2016 Pending

10.

Click Search.

11.

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

Total

0.00 usp | [Select Action] v
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12.| Select Check Budget.

0.00 USD | oikbin] Go

« Check Budget

Undo-Cancel
Wiew Cycle
View Print
[Select Action]

=

Feceipts

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

13.| Click Go.

0.00 UsD [EeTert Aekan v ‘
Check Budget
Copy
Undo-Cancel
View Cycle
Wiew Print
2] r rti 1

Receipts [.,ele.,m.,t@n_ i}
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