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Process Name: Cancel a Requisition/PO

STEP DETAIL

Sign in to Oracle Cloud through TCNJ Today app bar
Click Company Single Sign-On

1 Username: TCNJ login

Password: your password

Click Home button in upper Right corner

Click the Procurement

from the scroll menu - : ,
Budgetary Control Procurement My Enterprise Tools Others

Click the Purchase Requisition infotile

5 @ 0 0

Purchase Purchase Purchase Orders My Receipts
Requisitions Agreements

From the requisition home page,

click the View More hyperlink Recent Requisitions \vie...-_- More
REQTCO000174  Test for capital project wid lines Pending approval
REQTCON0N1TA Canital nroiect channe order Pendina annroval
Search for your Requisition
Manage Requisitions &£ [ pone |
r
4 Search y Advanced =~ Manage Watchlist Saved Search Requisitions | Entered v
& * At least one is required
Requisitioning BU TCNJ » / Requester Kapur, Anup Q
** Entered By Kapur, Anup Q y ** Supplier Q
5 ** Requisition REQTC0000067 £ Order Q
Description L ** ltem Q
£
Created v /s Requiring Attention v
y.
Status Al v /
y Search = Reset Save..
- - A
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e In the Search results page highlight the requisition
you wish to copy (Do not click requisition ID hyperlink) Search Results
e Select the Actions drop down and select Cancel Requisition.
View w Formal w
Search Results p
Actions w View w Formatw [ B Freeze  m)| Detach y Duplicate [ip
Requisition Description & Creation Date AK;";):;" Status Funds Status Order EKDDI"‘ to Excel
6 SRCH000192 Multiple Distr-under 2500-DMM / 10M7/201% 1,250.00USD  Incomplete Mot reserved i-'\fl_
191 Quantity-under $2,500-DMM ’ 100172019 1,250.00USD  Approved Liquidated TCNJO0OD111 '|B [
' — A y - i
Feassign
fity-
Edit Crder
orT|
View Document History
SR — |
Enter a Cancel reason.
7 Click OK
* Use these steps to cancel the PO.
- Note: The requisition status will not change.
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