Deleting Saved Purchase Requests

Need help deleting saved purchased requests? Please try this.

1. Select “My Saved Requests” for the drop down box.

B
Purchase Request List

To view the purchase request detzils, select the purchase reguest and dlick View Req

= Mew Request | -2[VWiew Request

U3 Copy Request _;' Edit Reg
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Filter By: | My saved requests

Requisition ID | Title | Tutall Status
REQOOO3501 Code Help for Applicati.. £568.75 Pendin

2. Click “Edit Request”.
Purchase Request List

To view the purchase reguest details, select the purchass reguest and

= Mew Reguest é\!im\lﬂ.eque&t —}CupvRe est _,jEditREqIJEEE

Filter by: | My saved requests V|

Requisition I | Title | TI:ItHll Status
REQOOOZ508 Test £1,00 Created
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3. Click “Show More Tasks”.

Home Employee Manager Company

Purchase Request Details

Title: * |Test

Created By:
Requisition ID: Created:
Add items to your purchase request, then save or submit the purchase request.

(= Mew Item _}Edit Item x Delete Itam EPrinter-Friendly Wersion EApproval History @Go Back To Purchase Request List

Item Mumber Description

Vendor
1

fia$ Account Site
Test Item THREERIVER & 21-5022-00-10-5190 21
Send comments to the next approver Show More Tasks
[
H “" 4
4. Click “Delete”.
Purchase Regquest Details
Title: * |Tesl: Created By:
Requisition ID:

Created:
Add items te your purchase request, then save or submit the purchase request.

[ Mew Item _j'EdiI:II:ern XDeleteItem EDrinter—FriendlvVersion EApprovalHistow @Go Back To Purchase Request List

Item Mumber Diescriptien

Wendar & Account
1 Test Item THREERIVER & 21-5022-00-10-5190
More Tasks
Send comments to the next approver () Save as a draft

Sawve this purchase request as a draft and continue later,
O Submit and send the purchase request to:

e
purchase request to semeone other than your default approver.

O Delete

Delete the purchase request.

Show Fewer Tasks 4
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5. Click “Yes” and you are done.
ndor i Account Site Required By
REERIVER &y 21-5022-00-10-5190 21 8/1/2013

'2 Are you sure you want to delete the purchase request?

More Tasks
() Save as a draft

Save this purchase request as a draft an

O Submit and send the purchase request te.

|l.nn5tts Ferguson (annette.ferguson - Cl
Route the purchase request to semecne
@ Delete

Delete the purchase request,

Show Fewer Tasks &



