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Procurement: Cancel a Requisition
For employees needing to cancel a requisition which has already been withdrawn

Purpose:

How to Access:

Helpful Hints:

Procedure:

Cancel a requisition.

Log into the Bear Trax application. Select the Procurement task in the
Navigator.

Be sure to keep in mind that...
e This will cancel any requisition type completely
e This must be done prior to approval

e Requisition must be withdrawn prior to being cancelled. Refer to the
Withdraw Requisitions job aid

Complete the following steps to cancel a requisition:

1. Navigate to Purchase Requisitions by clicking on the heading, Procurement and then selecting
the Purchase Requisitions icon.

= BEAR /(2 TRAX

Good afternoon, Bear Shawnee!
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Purchase My Receipts
Requisitions

Things to Finish

2. Click View More to view all of My Requistions.
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Shawnee

State

UNIVERSI

TY

Requisitions

REQ105212

REQ104866

REQ104537

REQ104459

REQ104185

Recent Requisitions

Staples

Item # 253-342 - Transulcent tracing paper. 9" x 12", 26 #, 40 she...

Quote # 1673. This quote includes an allowance of $1500.00 for f

Part # INFO2089, Chem Draw Prime. Includes structure clean-up...

Male cadavers, Embalmed, whole body with midsagittal cut

Incomplete

& Approved
& Approved
@ Approved

& Approved

Recent Purchz

Office Depot(R,
Binder With

$7.87 EA

(]

3. Select a requisition from My Requisition list to highlight the requisition needing to be

cancelled.

Manage Requ

4 Search

isitions

Agvanced Manage Watchli
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Reguisitioning BU v Status Al

™" Entered By Hourly, Cary Q Requester

" Requisition Order
Description Requisitions Requiring Attention v

Search Results
Adions v Viewv Formaty B E 5 Detach

Requisiion  Description Creation Date Approval
I REQ104866 Ite 1 # 253-342 - Transulcent tracing paper, " x 12°, 25 #, 40 Sheats per pad 2128119 382.80USD
REQ104537  Quote #1673, This quote includes an allowance of $1500.00 for floor repair f needed 11219 4400.00USD
REQ104489 Part # INFO2089, Chem Draw Prime. Includes structure clean-up, chemical and equipment templates and ChemDraw ActiveX Plugin, Annual site subscription and_..  12/10/18 1,654.00 USD
REQ104185  Wiale cadavers, Embalmed, whole body with midsagitialcut 10730018 7,362.00U8D
REQ103896 Item # 470178-310 - Specimen Tray, 4 x 3 x 1116 9124118 329.50USD
REQ103889 Item # 908310 - Cap and Vial Kit, Intellivent Dis cover/Explorer 9121118 373.00USD
REQ103729 240-217 - Manitowoc Model# UFF-03504A-161, Up to 350# undercover, aircool, 120V, 88# BIN, Flaker, 20°W 829118 3,225.00USD
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4. Click on the Actions drop down menu and select Cancel Requisition.

Search Results

e W View w Format «
Duplicate

Export to Excel

Cancel Requisition

Reassign

Edit Order

View Document History

HELIT A-YR ITETT

5. Type in the reason for cancelling then click OK.

Cancel Requisition

Reason Wrong Item
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6. A confirmation message will appear, click OK.

« Confirmation x

The requisition lines were canceled ar cancellation requests were submitted for the lines.

OK

The requisition line will appear under My Requisitions as the status of Canceled.

|Manage Requisitions
4 Search Advanced = Manage Watchlist Saved Search
Requisitioning BU v Status Al ~
** Entered By Hourly, Cary Q Requester
** Requisition Order
Description Requisitions Requiring Attention v
Search Results
Acions w View v Formatw B 7 B freeze  [g} Detach Wrap
Requisition Description Creation Date Approval g\
Amount
REQ105212 Staples 514119 1.00USD Incomplete
d REQ105208 Balloons 514119 0 Canceled I
REQ104866 Item # 263-342 - Transulcent tracing paper, "X 12°, 25, 40 sheets per pad 22819 38280USD Approved

By following these steps, you have successfully canceled a requisition.
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