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PURCHASE REQUISITIONS

MW% VOID PURCHASE REQUISITION

OVERVIEW » VOID PURCHASE REQUISITION: Occasionally, it is
necessary to void a purchase requisition from the Datatel
system. Situations requiring this include: when requesting
departments decide not to purchase the goods/services; if a
Purchasing Agent determines the purchase is not permitted
based on purchasing laws; or if an Approver determines the
purchase is not in the best interest of the University.

» CONTACT: The contact for “Void Purchase Requisition” is
the Office of Support Services (783-2018)

LOGIN P Login to Datatel/Colleague.

See section 402 or 403 for login instructions. If you do not
have a Datatel account, please contact the Office of
Institutional Research and Computer Applications (783-5238).

*NOTE: Purchase requisitions may not be voided through
WebAdvisor at this time.

VOID PURCHASE REQUISITION 701.5.9

MENU SELECTION P Choose CF under the Colleague Apps Menu
P Click the # to expand the Purchasing Menu
P Click the # to expand the Requisitions Menu
P Select REQM — Requisition Maintenance Menu
OR
» Enter REQM in the Quick Access Box

» Click GO
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VOID PURCHASE REQUISITION
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IM - [Fveentary

AP - Accountz Payable

BU - Budget banagement
Fi - Fiwed Assets
5L - General Ledger

Fl - Pooled Investrments
PP - Physzical Plant

PU - Purchasing
. PCD - Purchazing Defaultz/Codes Def
_d YEM -Vendor Maintenance

_d APR - Approvals

_J REQ - Requizitions

[:] REQM - Requizition Maintenance
(o) RING - Requisition Inguiny

RIS - Requizsition lkem Surmmary

Py ULDLEEY

Cuick Access |[F=#1)

RESI - Reguisiion Ship To lnguing

UMRO
RREG
RPRG
ROPT
ROSF
ROBA

REBY -

ROPG

- Unauthorized/ln Progress Req
- Requizition Reqgizter

- Requizition Purge Reqister

- Requisition Print

- Requizition Sinale Print

- Req Buyer Azzignment Select

Requizition Buyer &zsignment

- Requizition Purge

W DGD

SELECT
REQUISITION

P Enter Requisition number in Requisition Lookup box
(NOTE: only requisitions that have not been rolled to purchase
orders can be opened in REQM. If you see an alert indicating
that a purchase order has already been created, exit process and
contact the Office of Support Services at 783-2018 for
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VOID PURCHASE REQUISITION

assistance).

» Click

» REQM screen opens

REQIM-Requizition b aintenance

a8 Status: Dutstanding Status D ate:

Requizition Date | 01/03/07 [@

 aintenance Date | LK

EGE | aDonna . Purcell Requizition Amt 126.20
Desired Date [@]
Yendar D Types =
Marme Cardinal Office Systems 5
Address 123 Supply St F =
Cty/5t42p | Marehead kK 40351
Country
Currency Termz
Ship To |55 Morehead State Un FOB | DS Destination
Ship %ia Commodity
Appravals Ladanng Purcel F = Lineltems (2 ]
Buyer Frinted Comments @ 5
Expire Date [@] Comrments bersti @ :
AP Type [ WP Vendaor Payables Friciity b
Irwn Stare t] Requizsition Done BEES
VOID REQUISITION » Click the trash can icon @ on your menu bar

» Click in Alert box to veid requisition
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VOID PURCHASE REQUISITION

WARMIMG: You are aboutk bo delete the entire record. Are you sure?

» Click in Alert Box

|lpdate record, Cancel recard or Return to editing

i

P Requisition voided

P Funds returned to GL account

» Click in Requisition Lookup box

MAIN MENU P Returned to Main Menu

LOGOUT P See Section 402 or 403 for logout procedures

SO

Last Revision: 1/4/07

Page 4 of 4 January 2007



