How to Withdraw to Edit or Cancel a Requisition
1.9.25

@ Tip! Sometimes you may have submitted something with incorrect information or
find that you don't need to place the order after all. While the requisition is still
pending approval, you have the option to withdraw it. Withdrawing it allows you
to go in and edit the requisition and resubmit it or delete it if not needed.
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2 Elect the requisition you want to withdraw and click on the three dots by the line
item. If there are multiple line items, you will need to do the following steps for
each line.
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000000 search
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search
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Name tags e
i Purchase Order: PO010000000061 sold by 4imprint, Inc. $150.00
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3  Click "Withdraw"
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4  Click "Withdraw"

Withdraw line?

The current line and any other lines that are pending approval will be

removed from the approval process.

5 Now you can see the requisition is in withdrawn status. To edit it, click on the
three dots by the line item.

My Requisitions

Q  Entered By Hussain Saied X
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search S
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6  Click "Edit"
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7 Make your changes and click submit.

Requisition summary ® /
o Subtotal $2,000.00
]E[ / Estimated Tax $0.00
Approval Amount $2,000.00
Description
Test
Requester

Hussain Saied

Deliver to Location
HT Trwar 1N 1NAA



8 Click "Submit"

requisition?

; Check process returned some warnings. If you submit the
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9  After you've resubmitted, you can see your req is now pending approval.
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10 To cancel your requisition, click on the three dots by the line item and select
cancel.
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12  You will need to put a cancelation reason in the pop-up window.

Cancel requisition?

If you cancel requisition REQO10000000152, all eligible lines will be canceled.

Cancellation Reason

Not needed.

Don't Cancel Cancel Requisition

13 Click "Cancel Requisition"

Cancel requisition?

If you cancel requisition REQO10000000152, all eligible lines will be canceled.

Cancellation Reason

Not needed.

P
Don't Cancel Cancel Requisition




14  Now you can see the status is canceled.
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