How to edit or cancel a requisition

1  Enter "Find Requisitions" in the Search bar

Hay X Home - Workday

orkday.com/uofl/d/home.htmid

2026 Benefits Enrollment Recent Searches Clear
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5 Right click "Related Actions"
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Requisitions 1 item

iisition Number Company Status Requisition Type Requester Requit

Q@D | REQ000002501 ULSA University of Louisville InProgress Tie-To Reguisition (Update Existing PO) Paula Berry 0916,
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Click See in New Tab to open requisition in a new window.
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Requisition  Requisition Number Company Status Requisition Type Requester Requit
Q RECLOANANZSAT ULSA University of Louisville In Progress Tie-To Requisition (Update Exis Paula Berry 09/16,
See in New Tab
Copy URL
Copy Text

View Printable Version

Export to Excel

7  Click "Related Actions REQ-000002501"
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Total Amount
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Requisition Information

olla Request Date 09/16/2025
Currency usp
s Requisition Type Tie-To Requisition (Update Existing PO)
Submitted by Paula Berry
Consolidate Requisitions on Purchase Orders No
Exclude Ship-To Address when Consolidating Requisition Lines  No
Memo to Suppliers (empty)
Internal Memo (empty)

+ Shipping Address

Deliver-To

Made with Scribe - https://scribehow.com

@ Belknap Campus > Floyd Street Parking Garage (Belknap) = Room 001 (Floyd Street Parking Garage - Belknap)



8  Click "Requisition" and it will show options available.
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Procurement 2
olla Request Date Status In Progress
Roles >
Currency Company ULSA University of Louisville
Requisition Type Worker Paula Berry
Submitted by Shipping Address @ 2126 S. Floyd Street Floyd Street Parking Garage LOUISVIL
@ Consolidate Requisitions on Purchase Orders Date 09/16/2025
Exclude Ship-To Address when Consolidating Requisition L o USD
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