
Modifying a Requisition Overview

+ After you create a requisition, you can modify the requisition if it has not yet been approved by the final step (approver) of the approval 
(workflow) process the requisition is assigned to.
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Modifying a Requisition Overview

+ After you update a requisition, if you update any of the following information on the requisition, Procure+ re-routes it through the assigned 
approval process:  bill-to center, approval class, requisition header or line item commodity class, tax (only if the updated value is greater 
than the original value), freight (only if the updated value is greater than the original value), extended cost, account code, new line 
appended.
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Selecting the Check Requisition Status Option

+ Use the view detail option 
under the requisition number 
you would like to modify.
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Modifying the Requisition

+ To modify the order, select Modify.

+ Update the fields in the Order page of the requisition as needed. 
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