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How to Edit a Requisition that has been 
returned 

1 Navigate to Jaggaer 

2 If a requisition has been returned to you, it can be located by clicking on the 
Action Item flag in the top right corner of the screen. The Action Item window will 
open. 
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3 Click "My Returned Requisitions" 

4 Select the requisition that was returned to edit. 
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Alternatively, you can search for requisition by requisition number. 

5 Use the universal search field. 

6 Enter the requisition number to search, then click on the requisition in the search 
results to open. 
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7 Click on the pencil icon to edit information, such as the Accounting Codes section. 

8 Edit the necessary information, such as the cost center or object code. 
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9 Once the information has been edited, click "Place Order" to place the requisition 
back in the approval workflow. 


