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Cancel Entire Requisition or Individual Requisition Lines Using the

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
OEPO020_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.

either the:

o Home Page > Procurement Tile > Manage Requisition page

2. | Canceling an entire requisition OR individual requisition lines can be performed using

** 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

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’
Manage Requisitions
7 Search Requisitions
To locate requisitions, edit the criteria below and click the Search button.
Business Unit: 40300 @ Requisition Name: Q
Requisition D: 0000002032 |4 Request Status: Budget Status:
Date From: 3 Date To: 101562017 )
Requester: @ Entered By: Q PO ID: Q
Search Clear
Requisitions
To view the lifespan and line items for a requisition, click the Expand triangle icon:
To edit or perform another action on a requisition, make a selection from the Action dropdown list and click Go.
ReqID Requisition Name BU Date Status Budget Total
P 0000002032 211-CON-DesignedLeamin.. 40300  (07/28/2017 Pending Valid 24,840.00 UsD [ETEIETETTRN | ~ Go
o Click ‘Cancel Requisition pushbutton on the Requisition Details page
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Step Description
Requisition Details for: Harder,April 404/463-4032
Business Unit: 40300 Date: 07/28/2017
Requisition Name: 211-CON-DesignedLeamning- Status: Pending
Train
Requisition ID: 0000002032 Total: 24.840.00 USD
Line Details
Line Item Description Status Price Qty Total
Designed Leamning Fee Pending
1 for 2 Sessions of Ela. Approval 15,840.00000 Each 1.0000 15840.00
Designed Learning Pendi
2 Travel and Living Ae" e 3.000.00000 Each 1.0000 3000 00
Expense. pproval
Designed Learning Pendi
3 Follow-Up Support for Ae” ing 6.000.00000 Each 1.0000 5000.00
pproval

4-5_

Return to Manage Requisitions eapceliZonuehion

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

Manage Requisitions
7 Search Requisitions
To locate requisitions, edit the criteria below and click the Search button.

Business Unit: 40300 Q, Requisition Name: Q
Requisition ID: 0000002032 Q Request Status: Budget Status: |
Date From: 5 Date To: 10/15/2017 3
Requester: @ Entered By: Q PO ID: Q
Search Clear
Requisitions
To view the lifespan and line items for a requisition, click the Expand triangle icon: b
To edit or perform ancther action on a requisition, make a selection from the Action dropdown list and click Go.
Req ID Requisition Name BU Date Status Budget Total
P 0000002032 211-CON-DesignedLeamin.. 40300  07/28/2017 Ganceled Not Chk'd 0.00 USD Go

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 X on the requisition line you wish to cancel.
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Step Description

Manage Requisitions
= Search Requisitions
To locate requisitions, edit the criteria below and click the Search button. ‘

Busi Unit; 40300 Q isition Name: [ fe§
e — O T ]
Date From: [ Woww

R [ o EnteredBy: [ - | POID: [ -
| Seach [ Clear |

Requisitions (7

To view the lifespan and line items for a requisition, click the Expand triangle icon:
To edit or perform another action on a requisition, make a selection from the Action dropdown list and click Go.

ReqID Requisition Name BU Date Status Budget Total
! ¥ 0000002169  211-OMP-Big Stock-Video... 40300  10/03/2017 Approved Valid 158.00 USD | =Select Action> V] G |
{7 Requester: Lenora Harris 404/657-  Entered By: Lenora Harris 404/657-  Priority: Medium
7901 7901
Pre_Encumbrance Balance: 0.00 USD
= - & = & S >
= Purcha: Ch: o e S
Requisition Approvals Inventory it Retiest Receiving Retums Invoice Payment
Request Lifespan:
| Line Information Personaiize | Find |0 B First Bl 12062 B st |
‘ Linea Description Statusa Price Quantity UOM  Vendor ‘
] Monthly Video Subscription f... Approved 79.00000 USD 1.0000 EA g'GSTOCK PHOTO x
by 2 Monthly Image Subscription f.. Approved 79.00000 USD 10000 EA EEMSTOCK FHOI0 x

entire requisition (refer to Step #3)

message if you are sure you wish to cancel the rec

o Click ‘OK’ on the pop

Message

Are you sure you want to cancel 0000002169 requisition line 1 ? (18036,2296)

o Search for the Requisition ID for you wish to take the cancel action on

reflects status of ‘Canceled’

Note: Only one requisition line can be canceled at a time. If you wish to cancel all lines, simply cancel the

uisition line

o Click the expand icon = nextto the Requisition ID to confirm the canceled line now
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Step Description
Manage Requisitions
= Search Requisifions
To locate requisitions, edit the criteria below and click the Search button.
Business Unit: 40300 &, Requisition Name: Q
Requisition 1D: 0000002169 Q Request Status: All but Complete v Budget Status: bt
Date From: [ Date To: 1011622017 ]
Requester: Q, Entered By: a PO ID: Q
Search Clear
Requisitions (7
To view the lifespan and line items for a requisition, click the Expand triangle icon: b
To edit or perform another action on a requisition, make a selection from the Action dropdown list and click Go.
ReqID Requisition Name BU Date Status Budget Total
¥ 0000002169  211-OMP-Big Stock Video... 40300  10/03/2017 Approved Not Chkd 79.00 USD Go
Requester: Lenora Harris 404/657- Entered By: Lenora Harris 404/657-  Priority: Medium
901
Pre-Encumbrance Balance: 0.00 USD
Requisition Approvals Inventory Pgrrél;ar:e g;gﬂg:t Recéwwm Retums Invoice Payment
Request Lifespan:
Line Information Personalize | Find |7 | B First B 12 or 2 [ Last
Linea Description Statusa Price ‘Quantity uom Vendor
1 Menthly Video Subscription f... Canceled 79.00000 USD 1.0000 EA BIGSTOCK PHOTO COM
2 Monthly Image Subscription f... Approved 79.00000 USD 1.0000 EA BIGSTOCK PHOTO COM

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.
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