Canceling a Requisition

If you see that a requisition is a duplicate, or your department has decided the item is not needed, you
may cancel the requisition in the open, pending, or approve status.

1. Identify which requisition you would like to cancel. Click on the Select Action box and in the drop down
box, select Cancel Requisition.
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Edit Reguisition

Please note that if you do not see all the option presented in this document, you may need to submit a
request with the IT Department to receive access. The link to the Remedy system is:
https://remedy.aug.edu/arsys/apps/remedy/Remedy%20Requester

2. Click on the Go button.
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Canceling a Requisition

3. Click on Cancel Requisition.
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4. Now click on Return to Manage Requisitions link.
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5. Notice the Budget is Valid. If it shows Not Chk’d then you must choose from the drop down box for Select
Action, Check Budget. Budget Checking will take a few minutes to process. Once it is in the Valid status, the
requisition has been canceled completely and the money has been returned to your budget.



