..
° iProc Detailed Procedure
Amending Requisitions

Amending Reguisitions

INEWIT K iProcurement Home page > Requisitions Tab

Amendments can only be made to requisitions that have not yet been created into a
purchase order, so this must be checked first.

Pre-Requisite Check whether the requisition has not yet been created into a
purchase order

Click on Requisitions Tab and find the requisition. If there is no
number in the Order field then it has not yet been created into a
purchase order and you are fine to make changes.

If a requisition has been created into a purchase order no changes
or cancellations can be made by the requisitioner. The requisitioner
must contact the buyer to advise of the amendments to be made
and the buyer will amend the order accordingly

Requisition not yet approved, Incomplete status:
If the requisition is incomplete, you cannot cancel it. You will need to complete it, which will
put the lines back into your shopping cart, and then use the bin icon to delete the lines.

Requisition Approved, Approved status:
If the requisition has been approved the requisitioner can cancel the entire requisition, a line
or make any changes, as long as there is no associated purchase order number.

Requisition Rejected, Rejected status:

If a requisition has been submitted for approval but it is incorrect the approver will reject it
with a reason why and the requisitioner will receive an e-mail notification. If a rejected
requisition was coded to a grant, funds will still be reserved against the grant. The
requisitioner must either resubmit the requisition with the required amendments to the
approver, or cancel it.

Request Information, In Process status:

A requisition may appear in My Notifications as the approver requires further information
before they proceed with the approval. The requisitioner will receive an e-mail notification as
well advising of this.

The next page will guide you through how to cancel a line, requisition make a change and
re-submit a requisition.
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Deleting an incomplete requisition

1. Select the relevant requisition and click on Delete. A message will display asking you to
confirm you wish to delete the requisition.

Shop Requisitions Receiving
Requisitions MNotifications Approvals
Requisitions
Search
Views
View All My Requisilions [~] ©Go

2 Indicates requisition with a pending change request.

Select requisition: Copy To Cart Cancel Requisition Change Complete Delete | « 2 Rows 1 to 24

Sel... Requisition Description Tota’ Status - Order

2089530 Microscope 200.00 GEF :, ' Incomplete

2089529 Table 200.00 GBP 3 Approved 3414976

Cancelling an entire requisition or line

1. From the Requisitions Tab, Find and then Select the requisition.

Remember if there is a number in the order field then you cannot cancel from this
screen. Refer to separate guidance on ‘cancelling orders’.

Shop | Requisitions Receiving

Requisitions Mofifications | Approvals
Requisitions

Search
Views

View Al My Requisitions [v] 6o

D Indicates requisition with a pending change request.

Select requisition: Copy To Cart Cancel Requisition Change Complete 1 Rows 110 23
Sel... Requisition Description Status -~ Order
2089520 Table Py Approved 3414976

2089528 Microscope el Pre-Approved

\ o S
o Pk W

2089516 Table Approved 3414973

2. Click Cancel Requisition.

All lines of the requisition will display.
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Shop Requisitions | Receiving

Requisitions Motifications Approvals

Cancel Requisition 2089528 (5,000.00 GBP): Select Lines

Details Line Description Order Type Order Need-By Unit Quantity Price Amount (GBP) Select Reason

» 1 Microscope  Purchase 03-Nov-2021 00:00:00 EA 1 5000 GBP 500000 [

3. You can either:
a. select aline and click Continue to cancel that line only or
b. click on Cancel Entire Requisition.

4. Click Submit on the Review and Submit screen.

5. A message will display advising you that the cancellation has been submitted for
processing.

6. Click Return to Requisition Status. Any lines that you have cancelled with be a nil

value and will have the cancelled indicator icon

7. The line or requisition will no longer be able to be created into a purchase order.

Withdrawing a requisition to make changes

1. Find the requisition and click on the requisition number.

Remember if there is a number in the order field then you cannot withdraw the
requisition.

2. Click Change.

3. The system will advise you that you are withdrawing it from the approval process. Click
Yes.

4. Items will be back in your shopping cart.

5. You cannot make changes to the quantity or price if the item is from the Marketplace. If
you need to change either of these then delete the line, click Shop, go back into the
Marketplace, search for the item and add it to your cart.

6. Ifitis a Non-Catalog item then you can amend the quantity and price.

7. Complete the Checkout process making any relevant changes as you proceed.

8. If the requisition is within your approval limit, click Submit

Version 5:0
16 Oct 2024 Page 3 of 5



iProc Detailed Procedure
Amending Requisitions

9. If the requisition is outside your approval limit, add an approver and Submit.

Amending a rejected requisition

1. Find the rejected requisition in My Requisitions.
2. Click on the Rejected status to find out why and click OK.
3. Follow the process on ‘Withdrawing a requisition to make changes’ and make the

relevant change to correct the rejection. Remember funds are still reserved if a Grant
code was entered when checking out!

Requisition has been returned to you

Before your requisition is created into a purchase order it sits in a requisition pool for your
department awaiting creation into a purchase order. Your requisition can still be returned to
you at this stage.

If this happens you will receive an email notification advising of the return. You would then
follow the steps to Change the requisition. A screen similar to that on the next page will
display.

UNIVERSITY OF * B A% | e @ O

CAMBRIDGE ™"

Shop = Requisitions Receiving

Home | Shopping Lists | Non-Catalog Reques!

Edit and Submit Requisition 2377672 Check Funds  Refresh || Save  Printable Page | Submit

B -
Indicates required field

Total  500.00 GEP
* Description  Item 1

Additional Information

* Bill to location

Select Lines: Update Copy Delete | =s¢

) Details Line "™ pescripton Quantity Unit Price AT Nood By Date Deliver.To Location ~ Medical Exempt Equipment Medical Exempt Use
Number (GBP)
o » frem 1 y 1EA 100 GBP  100.00 27-Feb-2023 00:00:00 to| [AG

o» 2 a3 y 1 EA 200 GBP  200.00 27-Feb-2023 00:00:00 to|/[AG

o 3 1EA 200 GBP  200.00| 27-Feb-2023 00:00:00 s |AG

Total  500.00

@TIP Computer software and licences may be medically exempt if they are solely for use in medical research, diagnosis or treatment. This category is more restrictive than for qualfiying equipment as it does not include any veterinary use or medical training use
@TIP Select a line and click on the Update button o Track as Asset or to allocate costs to mulliple projects

What you will notice is that all the lines from the requisition will display.

e |If there are any lines with a hyperlinked purchase order number then those lines have
been created into an approved order and therefore submitted to the supplier.

e |If there is a purchase order number that is not hyperlinked then that line has been
created into an order but the order is not yet approved. If this is the case, you will be

Version 5:0
16 Oct 2024 Page 4 of 5



iProc Detailed Procedure
Amending Requisitions

unable to make any changes to the remaining requisition lines until that order is
approved, contact your buyer and ask them to approve the order.

From here you would click on Change and any items which have not been autocreated into
a purchase order will display in the checkout.

= UNIVERSITY OF 5 A K 8 A meeswe @ O

CAMBRIDGE ™™™

Edit and Submit Requisition 2598528 Check Funds  Refresh  Sove  Printabie Page  Submit

Total 450,00 G8P

" Dascription  Tables
Additional Information
* Bill 1o location PO
SelectLines: Updale | Copy  Deléte | -oe
Detalls Line  ltem Number Description Guantity Unie Price Amount (GBP) Need By Date [Dalees 3 Medical Exempt Equipment Medical Exempt Use Delete
» . o o ]
» e 10 EA 35 GaP
Tora a
TP Compuler salware and Koences may be medically exemgt f ey ae sy o use arch. dingnosis o reamard, This Categor s e festictive I fo Qualfyng ecuipmenl 1 oes notinciute any velernaryuse ormedica siring use

G TIP Select a line and cli! et or fo alosate costs to muliple projecis

4 not requirs aperoval by others

Based on your 809roval uth
Approvals
Manage Approvals

Once amendments have been made either submit if it's within your limit or forward for
approval.
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