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Editing a Requisition

Requisitions can only be changed in E-Procurement when the requisition is in ‘Composing’ or ‘Submitted’ status. Once
the requisition is in ‘Approved’ status, it has been passed to Colleague and changes must be made there. The ability to
edit a requisition in E-Procurement is available to the original requestor and users with the ‘EPLite Purchasing Agent’ role.

PR180016 - Vacuum Cleaner Status: Submitted

Needs Approval

request you selected. Depending on its status, you can edit, change, cancel, or submit the request for
¢ the reguest and print the details. Review your request and take the desired action(s).

1. Locate the requisition
and click on the title to
review the requisition
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2. Click the Edit button to begin

Title: Vacuum Cleaner .
making your changes.

Requisition Type: Under Delegation
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m complete, click the Save
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Iteme: 1 Total: 24006450

Thiz is a summary of your currerk requisition, Review the infformation to be sure it is correct. You can go bacs to any previcuy st2p to
change the information. When you are finished,. dick Sawe to save your changes.
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Note: The Detail button will
become an Edit button once the
requisition is in edit mode.
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HUR Yacuum Clesner, Upright Commarcial, Single Motor, Roysl L0100,
with attachment tools including adapter, upholstery tod, cevie=

Contact the E-Procurement Service Helpdesk for assistance, 1-888-211-7440, option 1.



