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iProcurement: Deleting a Requisition

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

1. Click onthe
Requisitions
icon located at
the top of the

screen.
2. Locate the Select requisition [ Frevious | 1-10 %  Next10

Select Requisition Description Total Quantity Gty Delivered Gty Cancelled Open Quantity Creation Date ¥ Status . Order Supplier
DELL

1280012 DrWei Li- Dei-7-20-21 | 4021.40 USD 2 0 0 2 11-Aug-2021 156:48:51 Incomplete MARKETING

requisition and

click on either =
the number or O s s simsco U0 : o g 223002321 04457 somele oo
description. i

icr

3. When the
requisition Requisitions | Nefficstions  Approvals

appears, click Requisition 1385855 =3
Delete.

4. You will
receive a
warning. Click
Yes.

You will be 1, Warning
directed back Once the requisition is deleted, it cannot be undone. Do you still want to delete the requisition?

to the | No |
Requisitions P F
screen. You

should no
longer be able
to locate the
requisition in
your list.
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