How do | make changes to a requisition that has already
been submitted?

Problem

| need to add an attachment or make changes to my requisition that has been submitted.

Solution

Changes to a requisition can only made if it is Returned and NOT if Withdrawn:

1. You can access the PR Approvals tab to view the next pending Approver and request that they select Return to Requisitioner from the Avai
lable Actions.

If only an attachment needs to be added and there are no changes to the requisition

1. Attachments can be added to Comments on Purchase Requisitions and on Purchase Orders.

Related Articles

All line items have been rejected?

Assigning a Cart to Another User

How do | add a shipping address in YoMart?
How do | add a vendor who is not in YoMart?
How do | add an Account Code at the line level?
How do | add multiple account codes to a requisition?
How do | change the contact name for shipping?
How do | correct "over-receiving” in YoMart?
How do | link a Contract in the Direct Pay Form?
How do | search for Contract Requests?

How do | search for Contracts?

How do | search for Requisitions or POs?

How do | set my notification preferences?

What Commodity Code do | use?

YoMart FAQs

Search Knowledge Base
Submit a Service Request

We value your feedback! Click HERE to suggest updates to an existing article, request a new article, or submit an idea.
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