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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.

= BEARGeTRAX

Good afternoon, Bear Shawnee!

Me My Team My Client Groups Supply Chain Execution Budgetary Control Procurement My 5

¥ B

Purchase My Receipts
Requisitions

Things to Finish

2. Click View More to view all of My Requisitions.
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Requisitions

REQ105212
REQ104866
REQ104537
REQ104489

REQ104185

Shop by Categoryw

SITY

Recent Requisitions

Staples

[tem # 253-342 - Transulcent tracing paper. 9" x 12", 25 #, 40 she_..

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

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

Male cadavers, Embalmed, whole body with midsagittal cut

3. Highlight the requisition to be deleted.

Incomplete

& Approved
& Approved
& Approved

& Approved

Search

Recent Purchz

Office Depot(R,
Binder With

$7.87 EA

©

Delete Requisitions

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.

Manage Requisitions Done
4 Search Advanced g list | saved Search | Entered
** Al least one is required
Requisitioning BU v Status Al =
** Entered By Houry, Cary Q Requester Q
** Requisition Order Q
Description Requisitions Requiring Attention M
Search Reset  Save..
'Search Results
Actions w View v Formatv [ F Freeze  [m| Detach
Requisition Description Creation Date AK&"’::: Status Funds Status  Order
REQ105212 Staples 5114119 1.00USD Incomplete Not reserved
© REQ105208 Balloons 5114119 0 Canceled Not reserved
REQ104866 Item # 253-342 - Transulcent tracing paper, 9°X 12", 25 # 40 sheets per pad. 2128119 382.80USD Approved Liquidated P0203045
REQ104537 Quote # 1673. This quote includes an allowance of $1500.00 for floor repair if needed 112119 4,100.00USD  Approved Liquidated Multiple

3. Click on the Actions drop-down menu and select Delete.
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Search Results

LR S View w Format =
Duplicate
Export to Excel

Cancel Requisition

Delete

Edit
Reassign

View Document Histary

DCMAnA40E [NENERr)

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

¥Yes | No

Final Notes

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