
Selecting the Check Requisition Status Option

+ After you create a requisition, you can cancel 
(delete) the requisition if it is an invalid order. 

Important: You can cancel a requisition only 
if it has not been submitted to the supplier(s) 
for fulfillment, meaning Procure+ has not yet 
created the purchase order(s) for the 
requisition. 

+ Click the Search Requisitions option from 
the Requisitioning tab on the Procure+ 
Home Page.

ePlus Company Confidential1

Canceling / Deleting a Requisition 



Selecting the Check Requisition Status Option

+ To search for an order of 
another user, click Search. 
The Search Orders page 
displays prompting you to 
enter your search criteria. 
After you enter your search 
criteria, the Order List page 
redisplays populated with 
the orders matching your 
search criteria.
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Order Details Page

+ From the Order List page, select the View Detail option for the order you want to delete. 

The Requisition Detail page is displayed.

+ From the Advanced tab , highlight Cancel Requisition.

+ Respond to the confirmation message that displays by clicking OK. Procure+ cancels the requisition and 
updates the status of the requisition to Requisition Canceled . 
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