Howto Cancel My Requisition

Thisprocedureoutlinesthe processof howto Cancebh My Requisition. Theuserwill be requiredto first
Un Submittheir My Requisitiorbefore cancelling.Referto accompanyingrocedure*PROCEDURBEHow
to Un Submita My Requisition”. TheCancefunction canbe usedat anytime whilst the submittedMy
Requisitiorhasnot beenfully approved. Oncefinal approvalhastakenplace,this function will not be
availableto the userandif necessarythe PurchaseOrderwill needto be cancelled.

1. Loginto CiAnywhereby enteringin your LoginlDin the UserNamefield and enter your usualPClogin
passwordn the Passwordfield then clickon Logon

2. Fromthe Homepage,clickonthe My Requisitionstile



3. Clickon the View Requisitionbutton againstthe My Requisitionyouwishto cancel

4. Clickonthe drop down arrow besidethe Submitfor Approvalbutton and chooseCanceMyRequisition

Note— Oncea My Requisitiorhasbeencancelledjt canno longerbe used. If the userfindsthat they are
still requiredto orderthe goodsand/or servicestheywill needto createa newMy Requisition



