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Procurement: Delete a Requisition
For employees needing to delete a requisition.

Purpose: To delete a requisition.

How to Access: Log into the Bear Trax application. Select the Procurement task in the
Navigator.

Helpful Hints: Be sure to keep in mind that...

¢ Only requisitions with an incomplete status may be deleted. These are
requisitions which have yet to be submitted

e Only use this if you need to permanently delete an incomplete requisition

e If you need to make changes and resubmit, refer to the Withdraw a
Requisition job aid

Procedure: Complete the following steps to delete a requisition:

1. Click on the Purchase Requisitions icon.

= BEAR (¢ TRAX A Whatdoyounsedtodoorfn? O k W™ B © @ cniselTayior~

= ) i G

Receipts My Portrait Expenses

w B ot

Purchase My Receipis Getting Started My Dashboard
Requisitions

¥ -] 5

Worklist Reports and Scheduled
Analytics Processes

PROC_DELETEREQUISITIONS_JA FINAL | 06/01/2017 PAGE 1 OF 3



- ___00__00_00___]
r_j Shawnee State Delete Requisitions

UNIVERSITY

2. Highlight the requisition to be deleted.

Note: The only requisitions available to delete are those that have been created and saved, but
not submitted. These are requisitions which have an Incomplete status. Review the Withdraw a
Requisition job aid to remove items already in the approval process.
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4. A warning will appear stating that this action will permanently delete the item and cannot be
undone. Click Yes.

The item will be removed from the list of requisitions.

A\ Warning *

The selectad requisition will be deleted permanently. This action cannot be undone. Do you want to continue? (POR-2010148)

¥Yes | No

Final Notes

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