Closure of requisitions via workflow tasks
Users can now close a requisition which is no longer needed via one of 3 existing workflow tasks
Rejected Requisition
Supplier required
Price required
A new “Close Requisition” task is initiated to the originator of the requisition– Users MUST change the status from Active to CLOSED before saving
The option to amend and resubmit is still available
Rejected Requisition task
New “Close Requisition” option available
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The new “Close Requisition” task will appear with status as Active but users MUST change this to CLOSED before saving
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Description automatically generated]
Status changed to “Closed”
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Description automatically generated]







Supplier required task
New option to “Close requisition”
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Description automatically generated]
New “Close requisition” task initiated
User MUST change status from active to Closed before clicking Save
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Price Required task
New “Close Requisition” option available
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Description automatically generated]
User MUST change status from active to CLOSED before clicking Save
[image: A screenshot of a computer

Description automatically generated]

image7.png
A Taskmanagement x

\( ‘Search for tasks Q ¢ «
ions - standard

Requisitionentry  Product explorer  Punchout

Requisition number
Requisition Default supplier & contract Delivery contact
Requisitonet Suppiir Fixed suppler Delvery date

- 1000867 05/06/2024

Enterpae FiocE Rt Contact

Contact Mount ckiiy D) | ~
~
Delvery adoress

Mount McKinley Buikding
202403 ‘Shrowsbury Business Park
Extomatrference [Dofask GL smiysis En
SY26LG

Coste™ Poorderdel”

Tooss ) |usR

Responsve Rapas (Vo) Send PO Requesr

Reagov Contractre!

2

5cio 50k Swrien quoiatons requed

Suppressprice

Y

u,.\ oo | [P || [ o] [ | [[Somroassion | [ Sestromiominn | | sowasirpine | [




image8.png
A Taskmanagement x

][ Searenor ks a ¢ «

Tesk doscripton

Clont: 8 Workfow siop Price Requirsd
Amount0,Cat 1:To032

et SC. Worfo step: Pics Raquired Process
neme: Requsitoning,Co SC, Order
Amount0,Cot 1.To048

melle e
Requisition approval
Requiston
IR You have entared a requistion that does not have a pce on t sast one ne. Please update and resubmt the requsst.
Requision nformation * Worktiow g (row 1)
resouce QD recusionnmber [_____Merweser )
Undted os/08/2024
Mo My
Sy
Svowdry
Dotmad: e
Srowstery
SVzhie”
Cony
Requision details
Vop | Stots | Furds check| Currncy | oo | Quasiy | Ut | Pem Produt | Productdes]  Swpier | Siwpberrame| Doy cote
a o 00 100/ -] 000/ Asicorion .. LegiDabur iovoass =] Lagel8Oum o50wz0ns 1
aa e e
x
e omponanis

Resubmit | | Advancedmode ||| Workllow userlog

Logbook | | Export

Funds check | Funds check resuls




image9.png
Price Required - Close Requisition

Enter your comment Not needed
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Rejected Requisition - Close Requisition
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