Miami Dade 08
College MDConnect

How to Cancel a Requisition in Approved
status and Not sourced to a PO

Step | Action
1.| Begin by navigating to the Main Menu > Financials>E-procurement>Manage Requisitions
2.| Search for Requisition State: Approved and Budget Status and click Search.
Note: you cannot cancel a requisition that has been sourced to a purchase order. You need to contact
Purchasing, before cancelling the requisition on your end.
Favorites + Main Menu » eProcurement~ > Manage Requisitions
: Home Worklist Add to Favorites Sign o
ORACLE All = Search ” | Advanced Search |G| Last Search Results
New Window | Help | Personalize Pagi
Manage Requisitions
Search Requisitions
To locate requisitions, edit the criteria below and click the Search button.
Business Unit [B]{e} Requisition Nam Q
Requisition ID Q Request StatR| Approved v I Budget Status M
Date From 5 Date To U5/17/2016 =
Requester Q Entered By Q PO ID Q
Search Clear Show Advanced Search
3.| Alist of all requisitions in approved status will display.
Req ID Requisition Name BU Date equest State Budget
0000000652 0000000652 MDCO1  04/13/2016 [pproved Valid
4. Select “Cancel” from the action dropdown menu and click “go”.
Requisitions (2
To view the lifespan and line items for a requisition, click the Expand triangle icon
To edit or perform another action on a requisition, make a selection from the Action dropdown list and click Go.
Req ID Requisition Name BU Date Request State Budget Total
0000000652  DODODO0DBS2 MDCO1  04/13/2016 Approved Valid 1,000.00 USD {Approvals v ce
1, SELECT Cancel —-
Edit
View Print
[Select Action]
Create New Requisition Review Change Request Review Change Tracking Manage Receipts ey TTYCporT
5.| Click on Cancel Requisition

Cancel Requisition

After cancelling, check for any pre-encumbrance hold.
Navigate: Main Menu>Financials>Requisitions>Review Requisitions> information> Requisition

Rl =i Venu

Campus Solutions

Employee Leaming

Home Page | £ Financials B Employes Seft-Service »
8 Hem 3 suppliers N
& Contracts »
8 Purchasing B wpc Reports »
3 eProcurement O3 Requisitions C1 Review Requistion Infl§l =] _ Reauisitions I ‘
£ sewices Procurement | L Purchase Orders C3 Reports Rccountng Entes

Page | 1




Miami Dade
College

ﬁMDConnect

How to Cancel a Requisition in Approved
status and Not sourced to a PO

Step

Action

10

Requisition Inquiry

Business Unit MDCO1 |3

encumbrance amount is $0, no

Enter requisition ID and click search.

budget check is necessary.

Requisition ID 0000001495 Q, ToReq Q
Requisition Name Q
Req Status QQ Origin Q
Requester Q Card Number B
Requester Name Q
Requisition Date El To [#]
Supplier SetlD SHARE Supplier Lookup
Supplier ID @ Supplier Details Supplier Name Q,
ftem SetlD SHARE Item ID Q
[tem Description A@ Direct Ship
254 characters remaining
Department Q.
Click on Requisition ID
Requisitions
Req Inquiry Personalize | Find | View All | IE'I E First ‘4 10f1 ‘& Last
Defails || Status
Unit Requisition Requisition Name Etaqt:i:itmn Requester Req Date Total Amt
MDCO1 Ezgfg‘n‘gmm Complete 0412612016 0.00 USD
Search
=] Motify

After Cancelling the Req you must release the pre-encumbrance by budget checking the req. If the pre-

Favorites = ‘ Main Menu ~ > F ing~ > - > Review - >
. Home | Worklist | AddtoFavortes | Sign o
ORACLE ‘ All - ‘ Search | >>| Advanced Search
Mew Window | Help | Personalize Pa
Requisf
a Requisition Details
Req Ini .
[ petais After Cancelling the REQ you must Help
Details|
Business Unit MDCO1 ReqID 0000001495 release the PreEncumbrance by budget
Unit checking the Requisition .
Requester minmmiimi— 9 q
If the PreEncumbrance amount=3$0, then
Requisition Date 04/26/2016 i .
MO0 equisition Date Merchandise Amount (45.00 USD you dont have to run Budget check again
Req Status Approved Pre-Encumbrance Balance 645.00 USD
Search Requisition Details Personalize | Find | View All | &2 | @ First ‘&' 10f1 & Last
———4 | Details | More | Contract | =B
(& oty [ c =]
Line Status ftem ID Description Supplier ID Supplier ReqQty UOM Merchandise Amt A’g:“;""'
1 Approved PRIZES FOR CHEMISTRY CLUB COMP 0000002299 ;i”:ﬂ“ufcﬂpus 1.0000 EACH §45.00 USD @ E=]
Return
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12

Return to the “Manage requisitions” page, to “check budget” from the actions drop down menu and click
go and verify Budget Status is now valid.
Requisitions (7

To view the lifespan and line items for a requisition, click the Expand triangle icon
To edit or perform another action on a requisition, make a selection from the Action dropdown list and click Go.

ReqID Requisition Name BU Date Request State Budget Total
0000001546  PAPAJOHN'S MDCO01  04/26/2016 Canceled Not Chk'd 0.00 US Go
eck Budge
R 24
PreCheck Budget
Undo-Cancel
View Print
[Select Action]
Create New Requisition Review Change Request Review Change Tracking Manage Receipis ey TTYEporT

Note: once budget status reflects valid, the requisition’s pre-encumbrance has been released. If the budget
shows error, it must be resolved before pre-encumbrance can be released.

Requisition Details

Business Unit MDC01 ReqID 0000001495
Requester
Requisition Date 04/26/2016 Merchandise Amount 0.00 USD
Req Status Complete Pre-Encumbrance Balance
Requisition Details Personalize | Find | view All | 21| B First 4 10f1 (& Last

Details || More || Confract

Amount

Line Status item ID Description Supplier ID Supplier Req Gty UOM Merchandise Amt o

1 PRIZES FOR CHEMISTRY CLUB COMP oooooozegg  FolletiCamaus 1.0000 EACH 545.00 USD e =3

Resources
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