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- Jesnther ¥

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.

FIU

Personalize Content | Lavout

Menu

Search:

®
- My Favorites
> Employee Self-Service
[ Manager Self-Service
[ Supplier Contracts
[» Customer Contracts
[> Vendors
> Purchasing
[- eProcurement
[+ Services Procurement
[- Grants
[ Project Costing
[ Travel and Expenses
1> Billing
[ Accounts Receivable
> Accounts Payable
- Asset Management
[ Commitment Control
[ General Ledger
I Set Up Financials/Supply Chain
[- Worklist
> Tree Manager
[+ Reporting Tools
- PeopleTools
— Change Iy Password
— My Systemn Profile

|~ Wy Dictionary

288

tome | Workist | AddtoFavoriss | Sian out

Help

[

€ mternet

0% -

Step

Action

Click the Purchasing link.
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Search:

(]

[ My Favorites
[~ Employee Self-Service
> Manager Self-Service
[+ Supplier Contracts
[- Customer Contracts
[- Vendors
I» Requisitions
> Request for Quotes
[» Purchase Orders
I» Receipts
[» Procurement Cards
[ eProcurement
[+ Services Procurement
[- Grants
[+ Project Costing
[ Travel and Expenses
[+ Billing
[- Accounts Receivable
> Accounts Payable
- Asset Management
[ Commitment Control
[- General Ledger
(- Set Up Financials/Supply
Chain
(- Worklist
[ Tree Manager
[+ Reporting Tools
[+ PeopleTools
— Change Wy Password
— My System Profile
— My Dictionary

FIU

=
@@ Purchasing

lanage reguistions, purchase orders, rceipts, contracts, and related data

Requisitions

Create, maintain, reconcile or review
sitiens information.

B addilipdate Reguisitions

B Appr mounts
Reports
Receipts
Enter and load receiving data, generate
accruals, ri and report on receipts

[ Addilipdate Receipts

[ Maintain Delivery Information

B ltaintain ity and Comments
2 More.

Request for Quotes
Create requests for quotes (RFQs), enter
vendor responses, or award RFQs,

Review RFQ information

Procurement Cards

Setup card data; load, reconcik, or report on
procurement card transactions,

Bank Statement

Add to Favorites.

Purchase Orders
/Add, maintain, and dispatch purchase orders.

I I

& miernet

+,100%

V%

Action

2. Click the Requisitions link.

Requisitions

3. Click the Add/Update Requisitions link.

[addiUpdate Requisitions|
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Fl“ Home | Workist | _Add to Favorites

Search: Mew Window | Help | 1&)

®
[ My Favorites
[~ Employee Self-Service
> Manager Self-Service f Eind an Existing Value | Add a Hew Value \
[+ Supplier Contracts
[- Customer Contracts

> Vendors Business Unit:[FlU01 Q@
[~ Purchasing Requisition ID: [MEXT
< Requisitions
> Review Requisition
Information Add
> Reports

— Al Amounts Find an Existing Value | Add 3 New Value  [Main Content

I Request for Quotes
[» Purchase Orders
> Receipts
[> Procurement Cards
[ eProcurement
[ Services Procurement
[ Grants
[ Project Costing
[ Travel and Expenses
[+ Billing
[- Accounts Receivable
> Accounts Payable
- Asset Management
[- Commitment Control
- General Ledger
(> Set Up Financials/Supply
Chain
[ Worklist
(- Tree Manager
[ Reporting Tools
- PeopleTools
— Change Wy Password
— Ly System Profile
— My Dictionary

Requisitions

Done [ [ [ [@mtemet 0w - |

Step | Action

4. Click the Find an Existing Value tab.
[Find an Existing vValug|

5. Click the Requisition Status list.
I =

Page 4 Last changed on: 8/12/2009 8:44 AM




!.{; TcSed

Business Process Document
PS FIN Purchasing: Deleting a Requisition

FIU

Search:

(]

[ My Favorites
[~ Employee Self-Service
> Manager Self-Service
[+ Supplier Contracts
[- Customer Contracts
[- Vendors
- Purchasing
< Requisitions
> Review Requisition
Information

I Request for Quotes
[» Purchase Orders

> Receipts

[> Procurement Cards
[ eProcurement

[ Services Procurement
[ Grants

[ Project Costing

[ Travel and Expenses
[+ Billing

[- Accounts Receivable
> Accounts Payable

- Asset Management

[- Commitment Control
- General Ledger

(> Set Up Financials/Supply
Chain

[ Worklist

(- Tree Manager

[ Reporting Tools

- PeopleTools

— Change Llv Password
— Ly System Profile

— My Dictionary

Home:

Requisitions
Use the following search to look for an existing Requisition

{ Find an Existing Value {_ Add a New Value

= —
|heg|n5 mlhj|
=

Business Unit:

Requisition ID:

Requisition Status: | =

Origin: begins with »
Approved
Requester: begins with »||Cancelled
Cc let
Description: begins with = D;E:SEIEE

Hold From Further Processing Initial

- - Line Approved
Entered By: begins with > || open
[” Case Sensitive E?;?én\? Approval
Search | Clear |Easu: Search Save Search Criteria

Find an Existing Value | Add 3 New Value

Add to Favorites

New Window | Help | /&

| _sign out

Dane

[ [ [ [@mteme

F100% -

V%

Step

Action

Click the Pending Approval list item.

[Pending Approval |

Last changed on: 8/12/2009 8:44 AM

Page 5




Business Process Document
PS FIN Purchasing: Deleting a Requisition

- Jesnther ¥

FIU

Search:

(]

[ My Favorites
[~ Employee Self-Service
> Manager Self-Service
[+ Supplier Contracts
[- Customer Contracts
[- Vendors
- Purchasing
~ Requisitions
> Review Requisition
Information

I Request for Quotes
[» Purchase Orders
> Receipts
[> Procurement Cards
[ eProcurement
[+ Services Procurement
[ Grants
[ Project Costing
[ Travel and Expenses
[+ Billing
[- Accounts Receivable
> Accounts Payable
- Asset Management
[- Commitment Control
- General Ledger
(> Set Up Financials/Supply
Chain
[ Worklist
(- Tree Manager
[ Reporting Tools
- PeopleTools
— Change Ly Password
— Ly System Profile
— My Dictionary

Requisitions

Use the following search to look for an existing Requisition

{ Find an Existing Value {_ Add a New Value

Business Unit:

Requisition ID:

Requisition Status:

Origin:

Requester:

Description:

Hold From Further Processing
Entered By:

[” Case Sensitive

Search | Clear |Easu:

=

|heg|n5 mlhj|

FILo1 aQ

= - Pending Approval u

[begins wnhﬂl

|negin5withj|

|hegin5wimj|
r

[begins with =] 1528517

Search Save Search Criteria

Find an Existing Value | Add 3 New Value

Q
Q
Q

_Worklist

Add to Favorites

New Window | Help | /&

| _sign out

[

& miernet

F100% -

V%

Action

Click the Search button.
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rlu Home | Workist | AddtoFavories | Signout

Mew Window | Help | Customize Page | /5,

Search:

[ My Favorites : : P

» Employee Self.Service Maintain Requisitions

> Manager Self-Service g

[+ Supplier Contracts REqUISItlon

(> Customer Contracts )

[ Vendors Business Unit  FIUD1 Status: Pending ¢
- Purchasing Requisition 1D: 0000077363 Budget Status: MotChid B

< Requisitions
> Review Requisition

I Hold From Further Processing

Information i
b Reports *Requester: 1648517 @, ResaParrilla Reguisition Defaults
“Requisition Date: |07/27/2009 Requester info Add Comments
I Request for Quotes l— R Requisition Activities
I Purchase Orders Origin: Po & FURCHASING
. Document Status
I; senelpts < card “Currency Code: |JSD Dollar
rocurement Cards
[ eProcurement Accounting Date; [07/27/2009
e Total Amount; 200.00 USD
[ Grants
[ Project Costing y
> Travel and Expenses Purchasing Kit Catalog Line: @ To: @, Retrisve
[+ Billing ltem Search Reguester tems

[- Accounts Receivable
> Accounts Payable

 Asset Management Status ' WendorInformation | ftemInformation |  Aftributes

ggg?;‘ﬁ'mx;gfmml Lin ltem Description Quantity *UOM  Category Price Amount Status

[ Set Up Financials/Supply 1B @ [TestReq = 8 [10000  [mox|@ [11500 |y [200.00000 200.00 Pending
Chain

[ Worklist
[> Tree Manager View Printable Version ~ Delete Requisiion *Goto: | More... =l

[ Reporting Tools
- PeopleTools

— Change Ly Password
— Ly System Profile

— My Dictionary

AReturn to SEErChl (=] Hotify | & Rei |

3

[ [ [ [ @ mtemnet 0w - |

Step | Action

8. Click the Delete Requisition button.

Delete Requisition

9. Click the Yes button.
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Fl“ M|M|M|M

Search: Mew Window | Help | 1&)

(]

Requisitions

[ My Favorites

- Employee Self-Service Use the following search to look for an existing Requisition
> Manager Self-Service
[+ Supplier Contracts { Find an Existing Value {_ Add a New Value
[- Customer Contracts
[- Vendors
- Purchasing Business Unit: IE F\UEH Q
< Requisitions . y =
b Review Requisition Requisition ID: | begins with J |
Information Requisition Status: | = j | ﬂ
> Reports
Origin: [begins wnhﬂl Q
11 Requester: | begins with j | Q
[» Request for Quotes ) - -
> Purchase Orders Description: |hegm5 with ﬂ| Q
> Receipts
I Procurement Cards Hold From Further Processing r
[> eProcurement Entered By: |negin5withj|1548517 Q
[ Services Procurement - »
[ Grants Case Sensitive
[ Project Costing
- Travel and Expenses Search | Clear |Easu: Search Save Search Criteria
[+ Billing
[- Accounts Receivable
> Accounts Payable Find an Existing Value | Add 3 New Value
- Asset Management
[- Commitment Control

- General Ledger

(> Set Up Financials/Supply
Chain

[ Worklist

(- Tree Manager

[ Reporting Tools

- PeopleTools

— Change Ly Password

— Ly System Profile

— My Dictionary

[ [ [ [@mteme 0w - |

Step | Action

10. Click the Home link.
 Home|

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