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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 DAI 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 

  

 

The Navigator screen may vary for each user; it is based on the responsibilities granted to the user. 
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The Shop screen displays. 

2. Click the Requisitions tab.  

 2 
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3. Click the Search button on the right of the screen.  

 

4.  Click the Clear button to delete any existing criteria.  

 4 
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5.  a. Enter the requisition number of the document you wish to cancel.  
b. Click the Go button.   

 

6.  a. Select Cancel Requisition from the dropdown list.  
b. Click the Go button. 

 5a 

 5b 

 6a 

 6b 
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7. a. Enter the Reason for Cancellation.  
b. Click the Cancel Entire Requisition button.  

  

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. 

 

9. Click the Return to Requisition Status link. The system returns to the Requisitions screen. 

Result  

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

 9 
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 7a 

 7b 


