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CANCELING A REQUISITION 
 
 
Overview 
  

In the event that the originator no longer wants to order an item, or an alternate 
payment method for the item has been arranged, you must cancel a requisition. 
 

• Requesters can cancel a requisition before the requisition is Approved or 
Budget Checked. 

• Approvers can cancel a requisition before or after the requisition is 
Approved or Budget Checked, but before the requisition is sourced to a 
purchase order. 

• Buyers can cancel a requisition before receipt of the item. 
 
In this chapter we will deal with all the steps Requesters and Approvers will use 
to cancel a requisition. 

 
Objectives 

By the end of this chapter, you will be able to: 

• Successfully cancel a requisition before it is Approved or Budget Checked. 

• Successfully cancel a requisition after it is Approved or Budget Checked and 
before it is sourced to a purchase order. 

• Successfully view a requisition that is canceled. 
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