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PO.020.950 - Deleting & Canceling Requisition Lines
[bookmark: pp_ref_BEFORECONCEPT][bookmark: _Toc31639924]Trigger:


Concept

This topic demonstrates how to delete and cancel requisition lines. Requisitions can be deleted or cancelled in their entirety, or by individual line. 

Requisitions lines can be cancelled if the following criteria are met:
-The requisition is not on hold.
-The user is authorized to cancel requisitions.
-The user is authorized to cancel requisition for the requester.
-No requisition lines have been sourced to a purchase order.
-No requisition schedules have been staged.

Requisitions can be deleted if the following criteria are met:
-The requisition is not on hold.
-The requisition has never been successfully budget checked.
-You are authorized to delete the entire requisition for the requestor.
-There are no change orders for this requisition.
-The deletion will not cause change order processing.
-No requisition lines have been sourced to a purchase order.
-No requisition schedules are staged.

Topic Objectives:
Upon completion of this topic, you will be able to:
- Explain whether requisitions can be deleted as a whole or by individual line.
- Identify the requisition status that does not allow a requisition or requisition lines to be deleted.
- Delete a requisition line.
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Procedure

In this topic, you will access a requisition and delete a line from that requisition. You will also see how you would delete the entire requisition.

	Step
	Action

	1. [bookmark: ID0x00000183] 
	Click the Purchasing link.


	2. [bookmark: ID0x00000184] 
	Click the Requisitions link.

	3. [bookmark: ID0x00000185] 
	Click the Add/Update Requisitions link.

	4. [bookmark: ID0x00000186] 
	Click the Find an Existing Value tab.

	5. [bookmark: ID0x00000187] 
	Enter "0000024531" in the Requisition ID field. 

	6. [bookmark: ID0x00000188] 
	Click the Search button.


	7. [bookmark: ID0x00000189] 
	Click the Collapse (Ctrl+Y) Menu button.


	8. [bookmark: ID0x0000018A] 
	Click the red X to delete the entire requisition.

	9. [bookmark: ID0x0000018B] 
	Use the + and - add or delete lines

	10. [bookmark: ID0x0000018C] 
	Click the Delete row 3 (Alt+8) button.


	11. [bookmark: ID0x0000018D] 
	Click the OK button.


	12. [bookmark: ID0x0000018E] 
	Click the Save button.


	13. [bookmark: ID0x00000190] 
	Click the Collapse (Ctrl+Y) Menu button.


	14. [bookmark: ID0x00000191] 
	Click the Budget Check button.


	15. [bookmark: ID0x00000192] 
	Click the Hold From Further Processing checkbox.


	16. [bookmark: ID0x00000193] 
	Click the Save button.


	17. [bookmark: ID0x00000194] 
	Note that when the Requisition is placed on Hold, the ability to Cancel the purchase order (red X) is removed.

	18. [bookmark: ID0x00000195] 
	Congratulations. You have just completed the Deleting/Canceling Requisition Lines topic. Below is a summary of the key concepts of this topic:

- Requisitions can be deleted by entire requisition or by individual line
- Requisitions in Hold status cannot be deleted, either as a whole or by individual line
End of Procedure.
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