
 
 

 

 

 

 
 

 

 

How to Retrieve and Verify or 

Cancel a Requisition 

Training Manual 
 

 

 

 

 

 

 

 

 

 

Version Date: March 2021 

 

Accountable Author: Jo-Ann Ross  
  



  

How to Retrieve, Verify of Cancel a Requisition  Page 2 of 5 

 

Table of Contents 
How to Retrieve and Verify or Cancel a Requisition ............................................................................................................... 3 

Step 1 .................................................................................................................................................................................. 3 

Step 2 .................................................................................................................................................................................. 5 

Step 3 .................................................................................................................................................................................. 5 

 

 

 

  



  

How to Retrieve, Verify of Cancel a Requisition  Page 3 of 5 

 

How to Retrieve and Verify or Cancel a Requisition 
 

See the how to document below with the steps to retrieve and action the requisitions in question 

Step 1 

 

In the Requisitioning Desktop, click on the Purchase Reqs button on the right hand side 
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Select your Purchasing Facility  

 

 

In the Requisitioning Desktop, click on the Select button on the right hand side 
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Step 2 

 

In the Select Purchasing Requisitions screen enter New in the Starting Selection, select the Purchasing 

Facility and enter the requisition number in the From and Thru Purchase Req number field and Press the 

F12 key or the OK Button as shown below 

 

 

Step 3 

 

This will populate the Requisition on your main screen. Based on your access you will have the ability to 

Print and Cancel your requisition and only few of you will have the ability to Verify the requisition.  

 

     


