Deleting a Requisition

You can only delete a requisition that has an “Incomplete” status. This means that the
requisition has never been submitted to the approval process. It has never left your
account. Before deleting a requisition, you have to find it first.

1. At the Navigator window, double-click Requisitions to expand the Requisitions
options.
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2. Double-click Requisitions Summary.

» The Find Requistions window displays:
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4. Click in the Approval field and select Incomplete.
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5. At the top of the window, click in the Preparer field.
6. In the Preparer field, enter your last name and press Enter.

» All of your Incomplete requisitions display in the Requisitions Headers Summary.

=3
MNurnber Description Approval Status Creation Date Curre
04764 \Wrist Guards for trai| Incomplete 11-FEB-2002 11:31:29uSD ||~
204735 Bookshelf [lincomplete 05-FEB-2002 18:50:49 |USD
204734 |New Copier [lincomplete \05-FEB-2002 18:46:13 JUSD
204733 Copier [lincomplete |05.-FEB-2002 18:23:39 | USD
204576 [fadf [lincomplete 20-JAN-2002 15:19:35 |USD
204575 |1sdikdjkks [lincomplete 20-JAN-2002 15:18:35 |USD
204570 Computer table for T{incomplete 19-JAN-2002 16:00:31|USD
204566 testing multiple log ilIncomplet 19-JAN-2002 15:37:46/|USD
204564 |Fiat screen monitor {fincomplete 19-JAN-2002 13:45:15|USD
204563 [Iblah [lincomplete 19-JAN-2002 11:51:13|USD |l -
F 0 A A 3

Lines e Open

7. Press your Down Arrow until you reach the line of the requisition you want to
delete, or use your mouse to place your cursor on that requisition line.

» If you use your mouse, the requisition may open automatically.

8. Once your cursor is on the requisition you want to delete, click the Open button.
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* Your requisition opens in the Requistions window.

ORACLE

204734 y Purchase Req SEEESYSLAS, PAULA A, Lo

Murm Type Rev  Category Description
Goods 60038 Icon Copier, Model #6

60000 Paper, hond, White, It|CASFE

9.  Double-check that this is the requisition you want to delete.

* View all the requisition lines.

* To check account codes, click the Distribution button at the bottom.
(You may have to scroll down to see the button.)

Recovery
Cluantity Charge Account Rate GL Date Budget Account

ki 110-700-151090-54100-0000-000 05-FEB-2002 110-700-151090-5410C
ki 110-700-151450-54100-0000-000 05-FEB-2002 110-700-151450-5410C

Account Description

GENERAL OPR-DIST-TRAINING SERV 8N GENERAL OPR-DIST-TRAINING SERV|
- GENERAL OPR-DIST-TRAINING SERV 8 GENERAL OPR-DIST-TRAINING SERV

e Click the X close box of the Distributions window — not the Oracle window —
to return to the Requisitions form.
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10. When you are sure this is the requisition you want to delete, click in the Number
field at the top of the requisition.

11. From the Edit menu, select Delete.

% Caution

ﬁ Delete this record?

Cancel

12. In the Caution dialog box, click OK.

13. To save this change, and to complete the delete process, press Ctrl+S or click the

Save icon @7 in the Toolbar.

* Read the status bar in the lower-left corner of the window:

FRM-40400: Transaction complete: 1 records applied and saved.

» The requisition is deleted.
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