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iProcurement: Deleting a Requisition 

  
Requisitions must have a status of Incomplete before they can be deleted. 

 
1. Click on the 

Requisitions 
icon located at 
the top of the 
screen. 

 

 
2. Locate the 

requisition and 
click on either 
the number or 
description. 
 

 

 
3. When the 

requisition 
appears, click 
Delete. 
 

 

 
4. You will 

receive a 
warning. Click 
Yes. 
 
You will be 
directed back 
to the 
Requisitions 
screen. You 
should no 
longer be able 
to locate the 
requisition in 
your list. 
 

 

 


