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Basics

Once a requisition line has been sourced to an event, it may be necessary to remove it when the event has an
“Open” or “Event Completed” status.

Removing a line may be needed when an event may have been started but is no longer needed and the
requisition line(s) need to be released from the event to be re-sourced or cancelled.

Once removed, these lines will be available to source to a different event, or to be cancelled to release the pre-
encumbrance.

Requirements

1. Requisition has been created and attached to an Event and
2. Event has not been sourced to a POR (purchase order) and
3. The Event Status is "Open” or “Event Completed

Removing Requisition Line(s) Directly from an Open or Completed Event

Navigation: Sourcing, Maintain Events, Event Workbench

1. Locate the event from which you wish to release the line(s)
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2. Click on the Cancel Event icon for the event
Eancel Event for: Ed Chromey
Business Unit Etvenil ID Event Hama Roumd Varsion Format Status Bids Rpcoived
GO0 SOOI 00 85 Onefood 1 1 Buy Open -]
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1 201600 21077 ADHESIVE RUBBER & GASKET, I8 8008 847 6 EA .00
2 1201600 21094 ADHESIVE SILICONE GASKET PIT6327 3 E& 3.00
Cancel Event
3. Click the Cancel button

Al you sung you wanl 1o canceal this event? (0,0

4. Click Yes to confirm the cancellation

Cancel Event

Event Canceled

V This Event has been canceled.

R

5. Click OK button

6. Go to the Manage Requisitions page to edit the requisition
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