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If a requisition has been partially sourced to an event or a purchase order, it cannot be edited; however, lines not 
yet sourced can be cancelled. This process needs to be done if a line, originally included on the requisition, is no 
longer needed in order to release the pre-encumbrance. 

Cancel Requisition Lines Not Yet Sourced 
1. Navigate: eProcurement, Manage Requisitions 

   

2. Enter Business Unit(BU) 

3. Enter Requisition ID 

4. Click Search 

5. Click on the Expand Section icon   at the far left of the line. 
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6. Click the red  on the line you want to cancel 

  

7. Click the Select Action dropdown box 

  

8. Select the Check Budget option 

9. Click Go 

10. Verify the budget status is now valid 

Once the budget status comes back valid, the requisition pre-encumbrance is relieved. If the budget check comes 
back with an error, it must be resolved before the pre-encumbrance can be released. 
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