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Procedure 
 
Deleting a requisition leaves no history of the requisition in the system. This action can 
only be performed when the requisition is in pending or open status, and only by the 
requestor. If the requisition is already approved, you must call the Purchasing 
Department to have the requisition cancelled. 
 
  

 

 
Step Action 

1.   Click the Purchasing link. 
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Step Action 

2.   Click the Requisitions link. 
 

3.   Click the Add/Update Requisitions link. 
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Step Action 

4.   Click the Find an Existing Value tab. 
 

5.   Click the Requisition Status list. 
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Step Action 

6.   Click the Pending Approval list item. 
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Step Action 

7.   Click the Search button. 
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Step Action 

8.   Click the Delete Requisition button. 
 

9.   Click the Yes button. 
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Step Action 

10.   Click the Home link. 
 

11.   Congratulations. You have successfully deleted a requisition. 
End of Procedure.
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