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Denied Requisitions 

Step Action 
1 After logging into PeopleSoft Financials, you will access Manage Requistions via the Homescreen 

under eProcurement and then click on Manage Requistions.  You can also get to the screen via 
Nav Bar > Navigator > eProcurement > Manage Requisitions 

 
2 Click on Manage Requisitions.  You can search for the Denied requisition, by putting Denied in the 

Request State field. You might have to remove the Date From and Date To.  You can also search it by 
using the Requisition ID number.   
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3 Select Edit in the dropdown box on the Requisition Line and Click Go.  
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4 Make necessary changes to the Requisitions that were asked in the denied comments. These changes 
could be to the chartfield spread, the category code, the supplier, or other required changes.   

Under the Comments section, the user will need to Add a line comment.  This line comment resets 
the Requisition and allows it to be saved and submitted for workflow. 

 
5 Once the user has made the correcting changes and added line comments, the user will click Save 

and Submit.  This will send the Requisition back into workflow where the Departmental Approver will 
need to approve the Requisition again.   
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