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PO.020.950 – DELETING AND CANCELING REQUISITION/REQUISITION 
LINES 

 

Purpose 

 
To delete/cancel a Purchasing requisition or individual requisition 
lines. 
 

 

Description 

 

 
Requisitions can be deleted or canceled in their entirety or by 
individual line. However, certain criteria must be met in order to 
cancel or delete requisition lines.   
 

Security Role 

 

BOR_PO_REQ_MAINT 
 

Dependencies/ 

Constraints 

 
Users must have the appropriate User Preferences to perform 
these actions.  For more information, see 9.2 Security Roles & 
User Preferences: ePro & Purchasing.   
 
 
Requisitions lines can be cancelled if the following criteria are met: 
 

• The requisition is not on hold. 

• The requisition is in an Approved/Pending status. 

• 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 are staged. 
 
Requisitions can be deleted if the following criteria are met: 
 

• The requisition is not on hold. 

• The requisition was never successfully budget checked. 

• The user is authorized to delete the entire requisition for the 
requestor. 

• There are no change orders for this requisition. 

• No requisition lines were sourced to a purchase order. 

• No requisition schedules are staged. 
 

https://www.usg.edu/gafirst-fin/documentation/category/security
https://www.usg.edu/gafirst-fin/documentation/category/security
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Additional 
Information 

 
None 
 

 

Procedure 

Below are step by step procedures on how to cancel a Purchasing requisition.  

Step Action 

1.  Click the NavBar icon. 

2.  Click the Navigator icon. 

3.   Click the Purchasing link. 

4.   Click the Requisitions link. 

5.   Click the Add/Update Requisitions link. 

6.   Click the Find an Existing Value tab. 

7.   Enter or search for the requisition in the Requisition ID field.  

8.   To cancel the entire requisition, click the red X in the header. 
 

Note: when the Requisition is placed on “Hold”, the ability to Cancel the 
purchase order (red X) is removed. 

9.   Click the Yes button. 

10.   Click the Save button. 
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However, after you click the Cancel at the header, THEN the lines are available to cancel.   

Sara Freeland
Line

Sara Freeland
Line

Sara Freeland
Line

Sara Freeland
Line
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Clicked the cancel icon next to the line: 

Sara Freeland
Line

Sara Freeland
Line

Sara Freeland
Line

Sara Freeland
Line
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Then the line was cancelled: 

Sara Freeland
Line

Sara Freeland
Line

Sara Freeland
Line

Sara Freeland
Line
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Below are step by step instructions on how to cancel a requisition line. 

Step Action 

1.  Click the NavBar icon. 

2.  Click the Navigator icon. 

3.   Click the Purchasing link. 

4.   Click the Requisitions link. 

5.   Click the Add/Update Requisitions link. 

6.   Click the Find an Existing Value tab. 

7.   Enter or search for the requisition in the Requisition ID field.  

Sara Freeland
Line

Sara Freeland
Line

Sara Freeland
Line

Sara Freeland
Line
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Step Action 

8.   Click the red X in the header. 
 

Note: when the Requisition is placed on “Hold”, the ability to Cancel the 
purchase order (red X) is removed. 

9.  Click the Status tab. 

10.  Click the red X next to the line to cancel. 

11.   Click the Yes button. 

12.   Click the Save button. 

 

Below are step by step instructions on how to delete a Purchasing requisition. 

Step Action 

1.  Click the NavBar icon. 

2.  Click the Navigator icon. 

3.   Click the Purchasing link. 

4.   Click the Requisitions link. 

5.   Click the Add/Update Requisitions link. 

6.   Click the Find an Existing Value tab. 

7.   Enter or search for the requisition in the Requisition ID field.  

8.   To delete the entire requisition, click the Delete Requisition button. 
 

Note: when the Requisition is placed on “Hold”, the ability to Cancel the 
purchase order (red X) is removed. 

9.   To delete certain lines, use the + and - to add or delete lines 

10.   Click the Yes button. 
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Below are step by step instructions on how to delete a Purchasing requisition line. 

Step Action 

1.  Click the NavBar icon. 

2.  Click the Navigator icon. 

3.   Click the Purchasing link. 

4.   Click the Requisitions link. 

5.   Click the Add/Update Requisitions link. 

6.   Click the Find an Existing Value tab. 

7.   Enter or search for the requisition in the Requisition ID field.  

8.   To delete a Purchasing requisition line, click the Requisition button. 
 

Note: when the Requisition is placed on “Hold”, the ability to Cancel the 
purchase order (red X) is removed. 

9.   To delete certain lines, use minus button (-) next to the line.  

10.   Click the OK button. 

11.  Click the Save button. 
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