
How to cancel a requisition:
On the Manage Requisition Screen -

1.  Choose “Cancel 
Requisition” and “Go.”

2.  Click “Cancel Requisition.”  You’ll be 
returned to Manage Requisitions.

3.  Choose “Check Budget” and “Go.”
Note that the amount is now zero.

Status – Pending
Budget - Valid

The status changes to “Cancelled”
The budget to “Not Chk’d”
The amount to “0”

The status remains “Cancelled”
The “0” budget is now “Valid.”

If the status of the requisition is “open” and the 
budget “not checked” complete only step 1 below. 
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