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Withdrawing a Requisition

In this Guide

v Withdrawing a submitted requisition

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 sfill in pro-
cess and does not contain a green “"completed” checkmark [v], a red "withdrawn” arrow [<], or a red “rejected”
X [X].
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2. Click on the requisition number of the requisition you want to withdraw.
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# Orders & Documents ~ Document Search  Search Documents

< Backto Edit Search | Start New Search

showing 1 - 23 of 23 Results All Dates
Search Details 2 Results Per Page 30 ~ Sertby: Best match - lpageiofi[r] 2
Supplier(s) Requisition Name isiti isition Date/Time Requisition Total
Filtered by N
Fisher Scientific 2015-07-24 regtest 07 Test Requester 7/24/2015 12:00 PM 5,184.00 USD
Type: Requisitions
Fisher Scientific 2015-07-24 reqtest 06 Test Requester 7/24/2015 1155 AM 15,552.00 USD
Date Range: All Dates
[removeall] Fisher Scientific 2015-07-24 reqtest 05 Test Requester 7/24/2015 11:52 AM 15,552.00 USD
Workflow Status 1394444 2 Fisher Scientific 2015-07-24 reqtest 02 Test Requester 7/24/2015 1142 AM 5,184.00 USD
Pending
Prepared For 1394369 2 Fisher Scientific 2015-07-24 reqtest 01 Test Requester 7/24/2015 1132 AM 5,184.00 USD
[#17est Requester 1393668 X Fisher Scientific 2015-07-23 reqtest 02 Test Requester 7/23/2015 9:19 AM 2592000 USD
Export Searen 1361165 Sigma-Aldrich ra1 Test Requester 6/2/2015 9:57 AM 4,202.00 UsD
1360653 -2 Qiagen r-39 Test Requester 6/2/2015 9:05 AM 1,645.86 USD
. 1360649 X International r36 Test Requester 6/1/2015 2:22 PM 3,046.46 USD
Refine Search Results ? ° tht
1360636 12 Fisher Scientific r35 Test Requester 6/1/2015 201 PM 272473 USD
Type 1360634 2 Henry Schein r34 Test Requester 6/1/2015 1:53 PM 1,261.98 USD
Requisitions E‘ 1360623 2 Office Depot 33 Test Requester 6/1/2015 1:44 PM 3,00599 USD
1358931 2 Grainger, Inc. 126 Test Requester 5/28/2015 1031 AM 4,933.50 USD
Date Range
‘ 1358443 24 Bio-Rad Laboratories, Inc r25 Test Requester 5/27/2015 446 PM 486169 USD
All Dates E
1358465 Life Technologies Corparation 2015-05-27 reqtest 01 Test Requester 5/27/2015 431 PM 171400 USD
Supplier A 1354461 2 Bio-Rad Laboratories, Inc 7 Test Requester 5/20/2015 220 PM 1,559.26 USD
Fisher Scientific (8) 1354293 1 Grainger, Inc. R13 Test Requester 5/20/2015 10:04 AM 3,262.50 USD
VWR International (4) 1354227 X Bio-Rad Laboratories, Inc R-006 Test Requester 5/20/2015 8:52 AM 3,586.04 USD
Office Depot (4)
WW, Grainger, Inc. ) Imore) 1353008 2 Life Technologies Corporation RO0S Test Requester 5/19/2015 405 PM 1,23400 USD
_ 1350115 4 Fisher Scientific 2015-05-13 reqtest 01 Test Requester 5/14/2015 330 PM 139.48 USD
Current Workflow Step 1
1326557 2 Office Depot 2015-04-08 reqtest 01 Test Requester 4/8/2015 9:58 AM 5,006.89 USD
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Withdrawing a Requisition

3. Select Withdraw Entire Requisition from the Available Actions drop-down menu and click the Go

button.

4/ Return to Search Results

W Orders & Documents / Document Search / Search Documents = /
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4 1of 14 results |

Requisition Number(s) 475325 v

Available Actions: | Add Camment

Louisiana State University
THOMAS D, BOYD HALL
Baton Rouge, LA 708030001
United States

Construction
Retainage Percentage

Distribution
Payment Route Code
Payment Route Code
o "

i —
Requisition | PR Approvals  Comments  Attachments | History et AT —
EE g Q Withdraw Entire Reuisition ’
Summary Addresses Accounting Codes Supplier Info Shipping Copy e - :
Hide header Hide value descriptions
General ? Addresses ? Approvals ?
Status =’ Pending BEill To Additional Approvals
Procurement Services Review Contact: Accounting Services Optional Reviewer
submitted 5/28/2013 6:40 PM Louisiana State University Optional Reviewer 2
- . - 217 Thomas Boyd Hall
Cart N 2013-05-28 o1 Additi i Vi
Cart Name 3-28 scigreqs Baton Rouge, La 70803 Additional Required Appraover
Description United States Additional Required Approver 2
Prepared by Lsu Scigreq
Home Department 18491 .
UNIV. INFORMATION SYSTEMS Ship To
work Order # Attn: Lsu Sciqreq
X Dept:
Maximo PO # R 213

View/edit by line item...

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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For training inquiries, send an email to: buyuhelp@Isuhsc.edu

Withdraw Entire Requisition

Once a requisition or line is withdrawn, it cannot be reinstated. Click OK to
withdraw, or Close to leave the requisition unchanged.

PR Withdrawal Reason

1000 characters remaining
Maximum allowed characters are 1000

Characters beyond the limit are not saved, i.e, the note is truncated. Once the note is
attached, it is accessible from the History tab of the document.

oK Close
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