Step-by-Step Guide
Returning Requisitions to Requesters

In This Guide
v Assigning requisitions for approval v" Returning requisitions to requesters

This guide demonstrates how to return a requisition to the requester along with comments
explaining the reason for the return.

Occasionally, an approver may want to return a requisition to the requester for updates.
This procedure allows approvers to return instead of rejecting a requisition. Requisitions can be
returned at any point in the requisition approval process.

When a requisition is returned it becomes a draft cart and is no longer visible as a requisition (via
history or document search).

Workflow Notes

The returned requisition can be updated by the requester and resubmitted into workflow. All
previous approval information and comments will be available via history. The returned
requisition will restart workflow from the beginning regardless of the step from which it was
returned.

Procedure

1. From the OK Corral homepage, access your pending requisition by navigating to the Action
Items section and clicking + View Approvals/Assigned Carts = Requisitions.

2. Click the Assign link, located in the Action column, to assign the requisition to yourself for
review.

3. In the My PR Approvals section click on the requisition number to open the requisition.

Training Approver  profile | logout =¥ Select Draft Cart or Add Ttem to Cart
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Requisitions

approvals

Assign substitute to all folders... | ‘

[=] Click to filter requisitions ? |
Hide reguisition details
Assign substitute to this folder... | Apply Action to Selected PR(s) | Approve/Complete |Z| Go
I |~ My PR Approvals I 2
Results per page 10 E Requisitions Found: 1 4|Page 1 of 1]
Requisition No. ¥ State = Priority= PR Date/Time < Requisitioner= Amount = Action [
Active Normal 12/10/2011 8:52 Roger 100.00 USD Approve [
PM Requestor
Cart Name: 2011-12-10 roger_reguestor 01 Suppliers: A, Daigger & Co.
Cart Description:
No. of line items: 1
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4. Return the requisition to the requester by selecting Return to Requisitioner from the
Available Actions list.

5. Click the Go button.

Training Approver  profile | logout =¥ Select Draft Cart or Add Ttem to Cart

Summary - ] cataogro sk ] L
Requisition 683589 or

approvals

m

requisition purchase order | requisition outbox | purchase order outbox

Available Actions: |Approve/Complete Step Go

Requisition pR Approvals PO Preview Comments Attachments History \ Approve/Complete Step
Taxes/S&H

Return to Reguisitioner

Summary = Shipping Billing Accounting Codes Supplier Info

Hide header Add Notes to History ptions!
General 2 Shipping 2 Copy to New Cart ?
. . Reject Requisition

Status Pending Ship To Bill To 1 e

Accounting Approval Attn: Roger Requestor Connors State College

(Training Approver) Room Accounts Payable
Submitted 12/10/2011 8:52 PM Dept AADOD320 - FINANCIAL 918-463-6329
Cart Name 2011-12-10 INFORMATION MANAGEMENT Rt 1 Box 1000

roger_requestor 01 Adair Cnty Ext Office Warner, OK 74469

. - 220 W Division St Crthse Basement United States
Description Stilwell, OK 74960
Requestor Roger Requestor United States
Priority Normal Billing Options
p Accounting Date 12/10/2011
Employee Family x . .
Owned Business Dellver?r Options
Req Delivery

Certificate of x View/edit by line item...
Completion
Non Tax-Exempt x View/edit by line item... -

6. Enter a return reason in the Return to Requisitioner pop-up window.
7. Click the Return to Requisitioner button.

This note will be available via the
' Return to Requisitioner ? | Comments and History tabs and will be
b Return the requisition to the requisitioner as a draft cart so they sent in the ema” notiﬁcation to the

can correct errors and resubmit for approval.

requester.
Reason for return
Please enter correct accounting codes.| -
The OK Corral sends an email notification of
the returned requisition to the requester.
| 962 characters remaining expand | clear

- Characters beyond the limit are not saved, i.e., the
note is truncated. Once the note is attached, it is
accessible from the History tab of the document.

Return to Requisitione% Cancel |

You have successtully returned a requisition to the requester.
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