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Denied Requisitions 

Step Action 
Navigation: eProcurement - Requisition  

1 If a Requisition is denied by an Approver, the Requester will receive an immediate email 
noting the reasons for the denial. To make updates to the Requisition, navigate back to 
Manage Requisitions and locate the Requisition in Denied Status. 

 
2 From the drop-down menu, select Approvals and then click the Go button. 

 
3 To view the reasons for denial, expand the View/Hide Comments box. The denial reasons 

will appear in the Comments field. 
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4 Click the Edit Requisition button to return to the Requisition.  

 
5 Make the necessary changes to the Requisition, including adding a comment on each line 

of the Requisition. Click on Check Budget. Once the Requisition has a valid budget 
status, click Save & Submit again to resubmit the Requisition for approval. 

Note: Each line of the denied Requisition will need to have comments entered or else the 
system will not recognize that the Requisition has been updated. If you do not add 
comments to each line and try to resubmit the Requisition, the lines without comments will 
remain in denied status. When you resubmit your Requisition, the Status and 
Department Manager Approval should say Pending to note that the Requisition is in 
workflow and awaiting approvals. If the Status says See Lines, that means that not all 
lines are in the same workflow status, likely indicating that some are still Denied but others 
are Pending. Until all lines are updated, the Requisition cannot be fully processed. 

 
6 To print a copy of the Requisition, click on View Printable Version. 
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7 A pop-up box will appear asking if the distribution information for the Requisition should 

be printed. Click Yes. 

 
8 The details of the Requisition will appear and can be printed from this page. 

 
9 If you have submitted a Requisition for approval and the Requisition needs to be 

cancelled, you can cancel the Requisition as long as it has not been fully approved.  
10 Locate the Requisition that needs to be cancelled in Manage Requisitions and click the 

arrow to the left of the Requisition ID number. Review the Request State at the top or the 
Status column in the request lifespan. 
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11 As long as the Requisition is in a Pending status, it can be cancelled. 

12 Under the Select Action drop-down menu for the Requisition, select Cancel and click the 
Go button.  

 
13 The next screen will display the Requisition Details. Click the Cancel Requisition button. 

 
14 Search again by removing the “Request State” The Requisition will then display as 

Cancelled. 



 

4/17/2026  Page 5 of 5 
 

Denied Requisitions 

 

 

15   
Once cancelled you will need to run the Budget Check to release the encumbrance. Under 
the Select Action drop-down menu for the Requisition, select Budget Check and click 
the Go button. 

 
16  Once the Budget says Valid, the encumbrance has been released. 

 


