WHAT TO DO IF A REQUISITION IS REJECTED (DENIED)
QUCK GUIDE

Steps
A. Open the Search page or you can use the Jump field and enter XREQ. Below we are using the Search page

1. Onthe Secondary Navigation Panel, click Page Search.
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Click on Document Catalog.
Enter the following information in the Document Identifier section
A. Code: XREQ
B. Doc District/Agency: 64592
C. ID: Enter the Requisition Number that was rejected.
Note: enter the first two digits of the Req (22), then *, and the last digits of the PO, i.e., 22*230.
4. Click Browse
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5. Click on the Requisition to open the Requisition.
6. Put on your glasses, if applicable, then squint a couple of times.
7. Look toward the top for the drop arrow next to PHASE and Modified by and click on it.
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8. Click on Document Comments to open the dialogue box,
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9. Atthe bottom in the Comment box, you will find the reason why the Requisition was rejected.
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10. Click on the back menu, Edit button, and make the corrections to the Requisition.
11. Remember to Save, Validate, and then Submit.

END OF SECTION




