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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 a 
“Pending Award” status. This status means the event is no longer open for bidding, but it has not yet been fully 
awarded and a POR (purchase order) has been created for all portions of the event.  

Removing a line may be needed when an event was partially awarded to a POR and the remaining line(s) are still 
available to be sourced but no longer needed. 

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. Some portion of the Event has not been sourced to a POR and 

3. The Event Status is Pending Award 

 

Removing Requisition Line(s) Directly from an Event Pending Award 

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 analyze bid icon for the event  

 

3. Click on the Analyze Line link 

 

4. For the line(s) you wish to release, change the line(s) that have a status of open, to a status 

of closed 

5. Click the Save button 
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