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How to edit or cancel a requisition

1 Enter "Find Requisitions" in the Search bar



Made with Scribe - https://scribehow.com 2

2 Enter requisition number

3 Confirm date is within range for requisition. If unsure, enter 01/01/1900.
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4 Click "OK"

5 Right click "Related Actions"



Made with Scribe - https://scribehow.com 4

6 Click See in New Tab to open requisition in a new window.

7 Click "Related Actions REQ-000002501"
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8 Click "Requisition" and it will show options available.


