How to resubmita deniedrequisition

™ Visitthe Procurementiandingpageon the VSUWebsite.Enterthe eProcurementportal
underPurchasindResources

™ Onceyou arein the eProcuremeniortal, selectManageRequisitions In the Searchbox,
enter your Requisitionnumberin the RequisitionlD boxand selectSearch(**Helpful Hint:
Besureyour requisitionnumberbeginswith “00007**)

™ Oncethe requisitionhasbeengeneratedat the bottom of the screen,goto the drop down
menu at the right side of the screen.(Besureto checkthe commentson the denied
requisitionto understandwhat needsto be updatedon the requisition.Pleaseseeour How
Toview approval/denialcommentsdocumentto help find your comments.)

™ SelectEditfrom the drop down menuandselect,Go

™ Makenecessarychangesor



