How to Edit a Requisition Before it
Becomes a PO

LEWlSﬁRCLARK

STATE COLLEGE

You might realize after submitting a requisition that you need to make changes on it
before it's approved. This is how to notify your approver to return the req to you for
editing.

1 Find your req in the list of requisitions, or type the req number in the Quick Search
field.
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2 Click the "Comments" tab.
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3 Click the + button.
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4  Click "Add recipient."

Show comments for | Requisition v 4+

This will add a comment to the document. If you select a user they will receive an email indicating that
a comment has been added to the document.

Email notification(s) | Add récipient
|:| Diana Higgins (Prepared by, Approved) <dlhiggins@lcsc.edu=
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expand | clear Attach file (optional)
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5  Type the last name of your approver to search for their name.

User Search

waddingtor|

UserMame @

Emal @

Results Per Page




6  Click the + to select.
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Waddington, Jessica 0322254 jiwaddington@lcsc.edu

7  Type your note to your approver.
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8  The APPROVER will return the req to the Requester.
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9 (The APPROVER can make a note here for the Requester, or leave blank, then hit
Save Changes to send back.)

4
1000 characters remaining expand | clear

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.




10 The Requester will click "Notifications" to find the returned req.
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11  Select the returned req from the drop-down.
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12 Click this button.
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13 Click "Add Non-Catalog Item" to add another line.
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14  Add your line item.

Fulfillment Address

@ 103 Main St Q - 103 Main St, Lewiston, Idaho 83501 United States

O PO Purchase Order Address - 103 Main St, Lewiston, US-1D 83501 United States

Item
Product Description * Catalog No. Quantity *
g
254 characters rermaming

Additional Details

Commodity Code =

Add Internal Attachments

PP PSS PP, R,

15 Click "Save"
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16  Note: To change an existing line, click on the red text to open it up for editing.

~ ITEM DETAILS P

contract no value
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~ ITEM DETAILS &

contract no value

Commeodity Code no value

17  Make your edits.
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18 When you've made all of your edits/additions, click "Activate Cart."
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19 Click "Place Order" to resubmit it to the workflow.
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You may review and proceed,
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