
How to change a Requisition 
 
Once you complete a requisition you can no longer make changes to it without denying the 
document and setting it back to incomplete.  This can be done anytime before the final approval.  
To do this, you will need to have the next approver deny the requisition, or you can go to 
FOADOCU and deny it.  Purchasing cannot change requisitions, nor can they deny them. 
 

 
 


