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Requisition Cancel

Once a Requisition has been assigned a Req ID number, it can be canceled as long as it has not
been approved or budget checked. If you do not yet have a Req ID, return to Add or Update, to
discontinue entry.

Click xtocancel.

If the X is grayed out, leave the document (click update/display) and re-enter for the X to
become available.

If the requisition has been approved and budget checked, you will need to contact the Contract &
Procurement Office to cancel the requisition.
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