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3. On the Purchase Requisitions page, use Recent Requisitions or Manage Requisitions to locate the 
requisition you wish to edit. If the requisition you want to edit is pending approval, you must use the 

Withdraw and Edit process. 

 

 

 

 

4. When the requisition opens, use the Actions button in the upper right corner to select Withdraw and Edit. 
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7. Once you have made your changes you can use the buttons in the upper right corner to Check Funds, Save 

and Close (by clicking the arrow next to Save), or Submit the requisition.  

 

 

NOTE: If there are no funds available for the requisition you submit, a box will indicate that, and you will 

have the option to request an override. 

 


