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Use this guide to assist with canceling either an entire requisition or individual requisition lines 
that are no longer needed or intended for sourcing. 

 
Step Description 

1. Analyze all active Requisitions/Requisition lines using the 
0EPO020_REQ_RECONCILIATION query to determine eligibility for either: 

 
o Canceling an entire requisition (all lines and header), OR 
o Canceling individual requisition lines 

** A requisition must be budget checked to a ‘Valid’ status to be eligible for ANY cancel action. 

2. Canceling an entire requisition OR individual requisition lines can be performed using 
either the: 

 
o Home Page > Procurement Tile > Manage Requisition page 

** reference “Using the Requester’s Workbench to Analyze and Reconcile ePro Requisitions” 
quick reference guide for detailed instruction if the Requester’s Workbench option is chosen. 

3. Search, Select and Cancel entire requisition using the Manage Requisition page 
 

o Navigate to Procurement tile > Manage Requisitions 
o Search for the Requisition ID for you wish to take the cancel action on 
o Select ‘Cancel Requisition’ from the drop-down menu 
o Click ‘Go’ 

 
o Click ‘Cancel Requisition pushbutton on the Requisition Details page 
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Step Description 

 

 
o Search for same Requisition ID to confirm status is now ‘Canceled’ 

 
Note: Canceled requisitions will be budget checked during the nightly batch process. 

4. Search, Select and Cancel individual requisition lines using the Manage Requisition page 
 

o Navigate Procurement tile > Manage Requisitions 
o Search for the Requisition ID for you wish to take the cancel action on 

o Click the expand icon next to the Requisition ID to view the requisition lifecycle and 
individual requisition lines 

o Click the red on the requisition line you wish to cancel. 
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Note: Only one requisition line can be canceled at a time. If you wish to cancel all lines, simply cancel the 
entire requisition (refer to Step #3) 

 
o Click ‘OK’ on the pop up message if you are sure you wish to cancel the requisition line 

 
o Search for the Requisition ID for you wish to take the cancel action on 
o Click the expand icon next to the Requisition ID to confirm the canceled line now 

reflects status of ‘Canceled’ 
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Note: The red ‘X’ also disappeared from line #2. This is because when line #1 was canceled, the requisition 
header budget status changed to ‘Not Chk’d’. Therefore, this requisition won’t be eligible for further cancel 
action until the requisition has been re-budget checked. 

 


