AT Procure to Pay (P2P)
D4

Cancel a Requisition (Decommit
Funding)

R12 Work Instructions



Cancel a Requisition (Decommit Funding)

Defense Agencies Initiative

D

Document Control

Change Record

Date Author Version Change Reference

27-Aug-2014 | Janet Woolever 1.0 R12 Upgrade

3-Sep-2014 Janet Woolever 1.1 Updated based on agency feedback

16-Nov-2015 | Kimberley Gragg 2.0 DoDEA Updates
I
Reviewers

Date Name Position

28-Aug-2014 Bill Mohamed Workforce Preparation Training Lead
I
Distribution

Copy No. Name Location

1 Cancel a Requisition (Decommit Funding) DEPS

2

Note To Holders:

If you receive an electronic copy of this document and print it
out, please write your name on the equivalent of the cover page,
for document control purposes.

If you receive a hard copy of this document, please write your name on
the front cover, for document control purposes.

P2P_Work_Instruction_ Cancel a Requisition (Decommit Funding)



Cancel a Requisition (Decommit Funding) Bﬂf

Defense Agencies Initiative

TABLE OF CONTENTS

DOCUMENT CONTROL ..ttt euutteeesuteeeesuereessuesesessuseesssssesssassseessssesssnssessssssessssssessnssesssssssesssnsssessnssssesssssessssnseesssssseessssseessnsees I
BUSINESS PrOCESS DESCIIPTION .. eeeeeieieiee ettt ettt e ettt et e e e s ettt et e e e s e an b et et eeesesanbabeeeeeeesansbebeaeeesesanannsaaeeas 4
CANCEL A REQUISITION ...ttttteeeeeeiitieteeeeeeesaisertteeese s snereeeeesesamnnreeeeesesasamnneneeeeesesannren e e eeesesansreneeeeesesannneneneeesesannnrnneees 5

P2P_Work_Instruction_ Cancel a Requisition (Decommit Funding) Pii



Cancel a Requisition (Decommit Funding) Bﬂf

Defense Agencies Initiative

Business Process Description

Use this procedure to cancel an entire requisition or a requisition line in the DAI Release 12 environment.
Requisitions or requisition lines may be cancelled to decommit funds prior to obligation.

GPC Cardholders may cancel requisitions, if necessary by using this process. These cancellations will
flow to US Bank. You can only cancel requisitions for which you are the Preparer.

Note: When cancelling a requisition, a decrease document cannot be generated in DAl and the
cancellation is permanent. If you need a decrease document generated, amend the requisition to
.0001 rather than cancelling.

Trigger
» The goods or services are no longer needed and no requisition lines have been obligated.

Prerequisites
» A valid, approved purchase request must exist in DAI.
» The purchase request has no obligated lines.

Responsibility
» P2P Purchasing Operations DoDEA
» iProcurement Requisition Approver DoDEA

Menu Path
Use the following menu path(s) to begin this task:
» iProcurement Requisition Approver DoDEA - iProcurement Home Page
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Cancel a Requisition

1.

Start the task using the following responsibility and menu path:
» Responsibility: iProcurement Requisitions Approver DoDEA
» Menu Path: iProcurement Home Page

ﬂ' E-Business Suite

avorites -

Home

Mavigator ™
Personalize

» 7 DODEA Motifications
»[7] Fed Admin Budget Manager DoDEA
» [ Fed &dmin System AP DoDEA
» [ HR. CSR. DoDEA
[T iProcurement Requisition Approwver

DolEL
|=| iProcurement Home Page
=| Requisition Summary

] Reports
» [ Limited Timakeeper DoDEA
» [ Limited Timekeeper DoDEA Ungradead
» [ O2C AR Customer Maintenance DoDEA

GThe Navigator screen may vary for each user; it is based on the responsibilities granted to the user.
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Shopping Cart  Home  Logout  Pre

BT Procurement

Favorites ..

Navigator -,

Shop | Requisitions

Stores

Search DofEA Request Go

DoDEA Request
vernment Procurement Card PR's
Full List

My Requisilions
k)
Requisition Description Total (USD) Status Copy Changs

No resuits found.

The Shop screen displays.
2. |Click the Requisitions tab.
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B”T iProcurement

Navigator

Favorites

Requisitions.

Requisitions | Nofifications | Approvals
Requisitions

Views

View | All My Requisitions Go

@ Indicates requisition with a pending change request

Select Requisition Co |1

Select Requisition Description Total

No resufts found.

Quantity Qty Delivered

Qty Cancelled

Open Quantity Creation Date Requisition Type

Logged In As
GRAGG KIMBERLEY.M

O e

Funded Value

Shopping Cart  Home Logout Preferences  Help

Status Aviard Funds Remaining

Click the Search button on the right of the screen.

ﬂ' iProcurement

Navigator ~ JEZ VI LR

Requisitions
Requisitions = Nofifications
Requisitions: Requisitions =

Approvals

Requisitions Search

* Requisition Type
Requisition Created By

Requisition Created

Enter search criteria and press the Go button to find the requisitions.

All
GRAGG, KIMBERLEY -, @

[ include people from all organizations

Last 7 Days

MIPR Referance Number
Requester

Requisition Status

Q
Q

[ inciude people from all organizations
All Statuses

Requisition Number Q Requisition Description
Award Number Q, Supplier Q,
Issuing Cffice Q, Priority Code
Suggested COTR Office Address Q Suggested Award
Suggested COTR Office Contact Mame Q, PR Line Status
MIPR Requesting Gffice Q,
MIPR Assisting Office Sl
Go Clear
Select Requisition Go || ﬁ'
Select Requisition Description Total Quantity Qty Delivered Qty Cancelled Open Quant
No search conducted.
4. Click the Clear button to delete any existing criteria.
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BT iProcurement

Navigator -

Favorites -

Requisitions

ions  Nofifications =~ Approvals
Requisitions Requisitions =
Requisitions Search
Enter search criteria and press the Go button to find the requisitions.
* Requisition Type All MIPR Reference Number Q
Requisition Created By Q, Requester Q,
O include people from all organizations O include people from all organizations
Requisition Created Any Time  [v] Requisition Status ~ All Statuses
I Requisition Number HT000348189 Q I Requisition Description
Award Number =% Supplier Q,
Issuing Cffice Q, Priority Code
Suggested COTR Office Address Q Suggested Award
Suggested COTR Office Contact Name Q PR Line Status
MIPR Requesting Cffice Q
MIPR Assisting Cffice Q
e Go Clear
Select Requisition Go || ﬁ
Select Requisition Description Total Quantity Qty Delivered Qty Cancelled Open Quantity
No search conducted
5. |a. Enter the requisition number of the document you wish to cancel.
b. Click the Go button.
Shop | Requisitions | PostAwardRequests | Receiving
Requisitions
Requisitions
Views
View My Group's Requisitioneg = G0
@ Indicates requisition with a peRding change request
Select Requisition  [CEIIGCENEIEM~| | Go
Oty Qty Open Requisition
Select Requisition 2= Description Total Quantity Delivered Cancelled Quantity Creation Date =% Type Status 2
@ HT000348189  This PR s for goods. 100.00 USD 15 0 0 15 26-Aug-2014 17:10:16 PR Approved

6. |a. Select Cancel Requisition from the dropdown list.

b. Click the Go button.
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Shop I Requisitions I Post Award Requests I Recening I Contracions
Stores | ShoppingLists | Mon-Catalog Request  Confractor Request

@ intormation

The cument responsibility conte giched to |P2F Procurement Officer THA
Cancel Requisition HT00034 5D): Select Lines Switch Responsibilly  P2P Procurement Officer TA  []

Cancel Cancel Entire Re quisition

Reasonfor Cancellation  Blecommit funding

—

{Hin]

Details Ling Description Award Type Award Meed-By Unt  Quantity  Price Amount(USD) Select
0001 This PR is for goods. PR ZB-AUG-2014 0000000 EACH 510 USD 50,00
0002 Thiz PR is for goods. PR ZB-AUG-2014 00:00000 EACH 10 5UusD 5000

Cante] Cancel Entiri Requisition

7. |a. Enter the Reason for Cancellation.
b. Click the Cancel Entire Requisition button.

Shop I Requisitions I Post Award Requests I Receiving I Contractors
Stores  Shopping Lists | Mon-Catalog Request | Contractor Request
Cancel Requisition HT000348189: Review and Submit I
Cance| Back Submit
‘Cancel Requisition Details °
=
Details Line Description Award Type Award MNeed-By Unit Quantity Price Amount (USD) Cancel Line
» 1 This PR is for goods PR 28-Aug-2014 00:00:00 EACH 5 10 USD 5000 Yes
3 2 This PR is for goods. PR 28-Aug-2014 00:00.00 EACH 10 5 UsD 50.00 Yes
Cancel Back Subrnit

8. The Cancel Line column updates to Yes for all the lines. Click the Submit button to proceed with

the cancellation. The Confirmation screen displays showing that the cancellation has been
submitted.

shop | Requisitions | PostAwardRequests | Receming | Contractors
Stores = Shopping Lists  Non-Catalog Request = Contractor Request

|| Eu confirmation

Your cancelation request(s) for Requisition HT000348189 have been submitted for processing. View status of the cancelation request(s) from the Requisition Status page.

Cancel Requisition HT000348189: Confirmaticn Details
Request Created By  WOOLEVER, JANET (TMA)
Old Requisition Total  100.00 USD
New Requisition Total  0.00 USD
Reason for Cancellation  Decommit funding

Request Creation Date  27-Aug-2014 15:53:32
Old Non-Recoverable Tax  0.00 USD
New Non-Recoverable Tax  0.00 USD

Cancel Requisition Details

i)

Details Line Description Order Type Order Meed-By Unit Quantity Price Amount (USD) Cancel Ling
B 1 This PR s for goods. PR 28-Aug-2014 00:00:00 EACH 5 10 USD 50.00 Yes

B 2 This PR s for goods. FR 28-Aug-2014 00:00:00 EACH 10 5 UsD 50.00 Yes

Return to Requisition Status m

9. |Click the Return to Re ition Status link. The system returns to the Requisitions screen.

Result

Congratulations! You have successfully cancelled a requisition. You may now return to the Navigator.
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