Purchasing Office Resources | Shortcuts to SAP

How to Correct a Rejected Requisition

Requisition creators will follow this process to correct a requisition rejected by the responsible account
manager or purchasing department. An immediate email notification will notify the Requisition creator
that a “Req. Rejected...” workflow task has been delivered to their SAP Portal Worklist.

1. Logon to the SAP Portal.

2. Click on the “Worklist” tab.

Click on the “Requisition REJECTED” task to process. You will see the requisition number and
line in the task description.

Following task completion, click “Refresh” to see the task removed from your worklist.

. . Sowae: 11144 Hekt ! Perpmaidze | Log o 1
Wk ; Workiist E 5 =g m Nodiow
WorkSs: | iy b Had
Worklist | s
4
ogess Tases (1 A SENI . Lrgey b-eey Moe Vool Seireai]
! B GE = = * Sem 2 P Sy * Substmend For
Egounaon SEECTED - 1001761 (00010 ¢ Toxas State SAP Workflow - RO, Today 1 New
| CUILIER IR TaRe - SRAAIULIS & Toxas Siabe SAF Workfow - RO2, Todsy I WnFogrss
| Colecive Aporoalal ANoNog Times - Houwdy < Wnocal, Awron Ju 19, ot I lnFogess

Tip: For General Worklist Help, click on “Worklist Help” in the SAP Portal:
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Follow message instructions in the Header note field.
Click to “Cancel” the rejection.

Make changes as directed (or delete line to cancel).

N

Click “Save”. (Requisition will be re-routed to the responsible account manager for approval)

CONTINUED ON NEXT PAGE.
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5. Click “Complete Work Item” to complete this task and close. “
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