Withdrawing Requisitions from Worktlow

Note: Withdrawn requisitions cannot be reinstated! If you need to make
changes to a requisition that is currently in workflow, ask the Approver to
return the requisition for edits instead of withdrawing it.

1. If you need to withdraw a requisition, find the requisition at the
bottom right of your home page or by performing a search or
going to Orders -> My Orders -> My requisitions.
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2. Select the requisition by clicking on the requisition number. Check
to see that the status in Pending (If the requisition has already
been approved, you cannot withdraw it).
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3. Use the Actions dropdown and select Withdraw Entire
Requisition.
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4. A pop-up window will appear allowing you to enter the reason for
the withdrawal.
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Once a requisition is withdrawn, it cannot be reinstated. Click OK to withdraw,
or CAMCEL to leave the requisition unchanged.
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