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Withdrawing a Requisition  

In this Guide  

  

 

 

Procedure  

 

1.  From the BUY-U homepage, search for requisitions by clicking your name at the top of the screen and selecting the 

My Pending Requisitions link or by  using the document search tool. You may select any requisition that is still in pro-

cess and does not contain a green “completed” checkmark [], a red “withdrawn” arrow [], or a red “rejected” 

X [X].  

 

 

 

 

 

 

 

 

 

 

 

2. Click on the requisition number of the requisition you want to withdraw.  
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3. Select Withdraw Entire Requisition from the Available Actions drop-down menu and click the Go 

button.   

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

4. In the resulting pop-up window, enter the reason for with-

drawing the requisition in the PR Withdrawal Reason box 

and click OK. 

 

5. The requisition will be displayed with its status updated to 

show that it has been withdrawn.  

 

 

 

 

 

 

You have successfully withdrawn a requisition.  
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