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How to Locate a Send Back or Deny Comment on
a Requisition

1 From the Workday Home screen enter Find Requistions
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2 Click "Find Requisitions Report"

3 Select the appropriate Company
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4 Enter the Requisition number

5 Click "OK" to run report.
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6 Click Related Actions button.

7 Click "REQ-000000605" to open requisition details.
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8 Click "Process History" tab.

9 Scroll to the last process and then all the way to the right.


