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How to Edit a Requisition Before it 
Becomes a PO 

You might realize after submitting a requisition that you need to make changes on it 
before it's approved. This is how to notify your approver to return the req to you for 
editing. 

1 Find your req in the list of requisitions, or type the req number in the Quick Search 
field. 
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2 Click the "Comments" tab. 

3 Click the + button. 
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4 Click "Add recipient." 

5 Type the last name of your approver to search for their name. 
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6 Click the + to select. 

7 Type your note to your approver. 
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8 The APPROVER will return the req to the Requester. 

9 (The APPROVER can make a note here for the Requester, or leave blank, then hit 
Save Changes to send back.) 
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10 The Requester will click "Notifications" to find the returned req. 

11 Select the returned req from the drop-down. 
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12 Click this button. 

13 Click "Add Non-Catalog Item" to add another line. 
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14 Add your line item. 

15 Click "Save" 
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16 Note: To change an existing line, click on the red text to open it up for editing. 

17 Make your edits. 
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18 When you've made all of your edits/additions, click "Activate Cart." 

19 Click "Place Order" to resubmit it to the workflow. 




