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EP.020.560 - Canceling ePro Reqs and Deleting Req Lines
[bookmark: pp_ref_BEFORECONCEPT][bookmark: _Toc31639924]Trigger:


Concept

This topic demonstrates how to Delete individual requisition lines as well as how to Cancel individual requisition lines or Cancel an entire requisition. 

To add or delete individual requisition lines, you will use the Review and Submit page within Manage Requisitions. From this page you can delete or add requisition lines by using the (+) or (-) buttons on each line item or, on a multiple line requisition, simply select a Line number and click the "Delete" pushbutton. 

If you wish to Cancel a Requisition Line or an entire Requisition (cancellation is required once the line is budget checked), you will pull the requisition up on the Manage Requisitions page and select the Cancel Requisition option from the drop-down menu beside your req id. 

button from the Requisition Details page. Doing so will take you to the Edit Requisition page, which is accessible only for open requisitions. You need to create a change order for a change to a requisition line that already has a PO created for it.

Topic Objectives:
Upon completion of this topic, you will be able to:
- Identify where you can delete a requisition or part of a requisition.
- Describe how to delete part of a requisition that does not have PO created for it.
- Define what selection to use when deleting an entire requisition.
- Delete one line from a requisition.
- Delete an entire requisition.




	Assumptions

	




	Dependencies/Constraints

	



Additional Information




Procedure

For this topic, imagine that you recently submitted a requisition for two rolling desk chairs, two office side chairs, and two office side tables. You now realize that you do not need the rolling desk chairs and need to delete them from the requisition.

After deleting the rolling desk chairs, you then find out that someone else has already ordered all of the office furniture you needed to purchase. Now you need to delete the entire requisition named office furniture (Req ID = 0000021313). 

Let’s see how to accomplish both these tasks.

	Step
	Action

	1. [bookmark: ID0x000000CE] 
	Click the eProcurement link.


	2. [bookmark: ID0x000000CF] 
	Click the Manage Requisitions link.

	3. [bookmark: ID0x000000D0] 
	Decision: Please make a selection from the options listed below.
1. Cancel Requisition Line
Go to step 4 on page 3
1. Cancel Requisition
Go to step 17 on page 4

	4. [bookmark: ID0x000000D1] 
	Click the 0000021313 link.


	5. [bookmark: ID0x000000D2] 
	The Edit Requisition page is accessible only for open or Pending 
requisitions.

A change order must be created if there is a need for a change to a requisition line and the PO has been created but not yet dispatched.

	6. [bookmark: ID0x000000D3] 
	Click the Edit Requisition button.


	7. [bookmark: ID0x000000D4] 
	Click the Rolling Desk Chairs checkbox.


	8. [bookmark: ID0x000000D5] 
	Click the Delete button.


	9. [bookmark: ID0x000000D6] 
	Click the Yes button.


	10. [bookmark: ID0x000000D7] 
	Click the Save & submit button.


	11. [bookmark: ID0x000000D8] 
	Click the OK button.


	12. [bookmark: ID0x000000D9] 
	Notice that lines two and three remain in a 'Pending' approval status.

	13. [bookmark: ID0x000000DA] 
	Click the Manage Requisitions link.


	14. [bookmark: ID0x000000DB] 
	Click the 0000021313 link.


	15. [bookmark: ID0x000000DC] 
	Note that once the requisition has been approved, the Edit Requisition link is no longer available.

	16. [bookmark: ID0x000000DD] 
	Congratulations. You have just completed the Deleting a Requisition Line or a Requisition topic. Below is a summary of the key concepts of this topic:

- If a PO has not been created and dispatched, you can delete an entire requisition or just part of it.
- If a PO has not been created and dispatched and you need to delete a requisition, or just part of it, go through the Manage Requisitions page. Use the Cancel Requisition selection to do this.
- To delete one line from a requisition, proceed to the Edit Requisition page, available only for open requisitions.
- You can only edit a requisition if a PO has not been created for it. For requisitions that have a created PO, use the Change Order process within Purchasing.
End of Procedure. Remaining steps apply to other paths.

	17. [bookmark: ID0x000000DE] 
	Click the Select Action menu.


	18. [bookmark: ID0x000000DF] 
	Click the Cancel Requisition list item.


	19. [bookmark: ID0x000000E0] 
	Click the Go button.


	20. [bookmark: ID0x000000E1] 
	Click the Cancel Requisition button.


	21. [bookmark: ID0x000000E2] 
	Notice the status of requisition 0000021313 is now 'Canceled'.

	22. [bookmark: ID0x000000E3] 
	Congratulations. You have just completed the Canceling ePro Reqs and Deleting Req Lines topic. Below is a summary of the key concepts of this topic:

- If a PO has not been created and dispatched, you can delete requisition lines.
- If a PO has not been created and dispatched and you wish to cancel a requisition, go through the Manage Requisitions page. Use the Cancel Requisition selection to do this.
- To delete one line from a requisition, proceed to the Edit Requisition page. This option is available only for open/pending requisitions.
- You can only edit a requisition if a PO has not been created for it. For requisitions that have been sourced to a PO, a Change Order should be processed against the Purchase Order.
End of Procedure.
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