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Step-by-Step Guide 
Withdrawing Requisitions from Workflow 

In This Guide 
 
 Selecting a requisition   Withdrawing a requisition from workflow 

 
 Reviewing the requisition status  

 
This guide demonstrates how to withdraw a requisition from workflow. 
 
Why withdraw a requisition?  
 If you no longer require the order and need to cancel the requisition. 
 
Shopping & Policy Reminders 

 

 Only requisitions in a pending status can be withdrawn. 

 Once a requisition is withdrawn, it cannot be reinstated!  

 If you need to make changes to a requisition that is currently in workflow, it is recommended 
that you contact the appropriate approver and ask that the approver return the requisition to 
the requester for edits.   

 If you withdraw the requisition, you can use the copy cart functionality to place the items into a 
new requisition (The copy function is not applicable for punch-out transactions.)   

 
 

 
 

 
Procedure 

1. Click document search on the navigation bar. 

2. Optional:  To restrict your search to requistions, select Requisitions from the Search box. 

3. Enter the requisition name or number and click the Go button. 

 

 

  
Shoppers, requesters or approvers will not receive an email notification that a 
requisition has been withdrawn.  You should communicate the withdrawal by other 
means if needed. 
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4. Click the requisition number. 

 
 

The requisition Status displays on the Requisition Summary tab.  The requisition in this 
example is in the Pending status. 

 

5. Optional:  Click the PR Approvals tab if you would like to review the approval path. 

6. Select Withdraw Entire Requisition from the Available Actions list. 

7. Click the  button. 
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8. In the Withdraw Entire Requisition box, enter the withdrawal reason and click the Withdraw 
Enter Requisition button. 

 

 

9. The Status on the Requisition Summary page is updated to Withdrawn. 

 

 

You have successfully withdrawn a requisition from workflow. 
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Alternate Navigation 

The procedure in this guide illustrates how to search for requisitions:  You can also locate requisitions 
with the following navigation: 

A. Go to the carts  my requisitions. 

 

B. From the OK Corral homepage, go to Action Items   My Orders and click Requisitions 
Pending. 

 


