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Returning and Rejecting Requisitions

To deny a requisition "as is" in UD Exchange, there are 2 options: Return or Reject.
* Returned requisitions are sent back to the Requester.

— The Requester can then update and resubmit the requisition.
* Rejected requisitions are cancelled and therefore cannot be updated.

— If appropriate, the Requester can create and submit a new requisition for
processing.

Note: Approvers do not have the ability to change information such as account codes
or SpeedTypes on requisitions. If changes need to be made, the requisition will need
to be returned to the Requester.
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All - Search (Alt+Q) poousD W QM L 2

o Approvals 2] Submit Date Newest First v
Requisitions o Purchase Order Change Requests Vouchers 10 Procurement Requests Contract Requesis AP Requests Sourcing Event Requests Supplier Requests
Your Selections ¢ Showing Results 1-9 of 9 Display20 ~
Date Range REQUISITION NO. SUPPLIERS ASSIGNED APPROVER PR DATE/TIME REQUISITIONER AMOUNT
All Dates v »
3523210 TRI-STATE CARPET INC Margot Martin 5/19/2022 2:54 PM Jennifer Simms 9,880.00 USD ﬁ r_, ‘,
i View Approvals For )
Requisition Name Non Catalog Test Folders 340 Days in folder [My PR Approvals]
w
@ My Approvals No. of line items 2
This PR has notes v
Filters 2515800 TRIDIM FILTER CORPORATION Margot Martin 5/5/2022 4:21 PM Kristen Pickering 600.00 USD E,' ju
. e .
Click the requisition number you want to review ...,
#~ SUPPLIER
No. of line items 3
LOWE'S HOME CENTERS INC 2 This PR has notes v
TRIDIM FILTER CORPORATION 1
3DFORTIFY INC 1 NCURA Margot Martin 10/30/2020 3:07 FM Rachel Requester 190.00 USD 2 [ j,
PHILIP ROSENAU COMPANY INC 1
Requisition Name NCURA Membership Dues Folders 872 Days in folder [My PR Approvals]
FASTENAL COMPANY 1
No. of line items 1
See all Supplier | Select Multiple (7
This PR has notes e
7~ DEPARTMENT 3089544 PHILIP ROSENAU COMPANY INC Margot Martin 10/23/2020 9:57 AM Kristen Pickering 406.07 USD [ N
PROCUREMENT SERVICES (04750) 6
Requisition Name test hosted Folders 843 Days in folder [My PR Approvals]
Mo Department 2
No. of line items 3
FACILITIES-BLDG MAINT & OPER (05848) 1
Select Multiple (3 3087701 3DFORTIFY INC Margot Martin 10/22/2020 11:38 AM Kristen Pickering 5,330.00 USD 0O a
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Rejecting a Line Item on a Requisition

* In UD Exchange, an Approver can reject a single line item and approve the
remainder of the requisition.

* Rejecting a line item allows the rest of the requisition to move through workflow
without that line.
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Requisition = 3523210 = @ & | - Assign To Myself - 10f 9 Results & >
Summary PO Previev Comments Attachments 1 History
General N Shipping P Billing &
Total (9,88(§00 USD) ~
Status Pending Ship To Bill To

Procurement Approval (Margot Martin)

Shipping, Handling, and Tax charges are calc and charged by

s@nnna.m
|

University of Delaware Accounts Payable 1 supplier. The values shown here are for estimation purposes,
Submitted 5/19/2022 2:54 PM : i i
Attn: Jennifer Simms accountspayable@udel.edu budget checking, and workflow approvals.
Room: 115A 222 South Chapel Street
Cart Name Mon Catalog Test
el 30 NEW LONDON ROAD Nerﬂ'ark, DE 19716 Subtotal 9,880.00
HOUSING OPERATION CENTER United States
Description Carpet Installation Newark, DE 19716 e
United States 9,880.00
Priority Normal Billing Options
Prepared b Jennifer Simms Delivery Options Accounting Date no value

What's next? ~

PR Validation
Instance v Completed
Ad-Hoc Approver Select

COA Approver

Multi- v v Approved
Invoice/Payment T v Margot Martin
AfterThe Fact X Dept Purchasing Specialist
Purchase v Approved

v’ Margot Martin
Technology Request  no value

Q : Commodity Approval

Approved
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Contract

Quote number
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Contract:
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Requisition + 3523210

1 Histor

PO Number

Catalog No.

Material

no value
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141203

Labor

no value

30000000 / Structures, Building, Construction, Manufacturing
Components & Supplies

153

101
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Size/Packaging

EA
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Justification

nternal Attachments

External Note

Unit Price Quantity

3,900.00 1EA

training information directions

Add

®
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3,900.00

This is for Gannon Hall not As Speed type indicates

Al =

Select the line item you want to reject.

EA

nternal Note/Business
Justification

nternal Attachments
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Attachments for supplier

- Shopper4.pdf

PO Typ

5,980.00 1 EA

See attached quote for specific information regarding installation

Add

See attached quote Dated Jan. 6, 2021

5,980.00

#

Add

Search (Alt+Q) ooousp W Q| 'S §
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£ DV EXCHANGE Al Search (ATt+Q) 000USD W QP e §
Requisition = 3523210 N N B = @ = @ LR Approve/Complete & Show Next - 10f 9 Results + 4 >
This option will
Summary PO Praview Comments Attachments 1 Histary . .
[ — not be available, if
Sourcing Award Date no value
’
o you haven’t L e
2 ltems o g (1 |28 —B Total (9,880.00 USD) v
o Assigned it to T
Reject Selected It
TRI-STATE CARPET INC - 2 ltems - 9,880.00 USD ourself first! =| et veectee Teme
* y * Change Supplier
~ SUPPLIER DETAILS # Add to Favorites
@ Contract no value PO Number To be assigned - edit to specify Add To Active Cart 9,880.00
Quote number Jan. 6,2021 Add to Draft Cart or Pending PR/PO 9,880.00
ik Add to PO Revision
Status  Item Catalog No. Size/Packaging Unit Price Quantity Ext. Price
Change Commeodity Code hd
Carpet Material EA 3,900.00 1 EA 3,900.00 D 4 T Workfiow =]
- - -
~aens > | Select Reject Selected Items from the Selected Line Item Actions menu. |
Contract: no value niernal Note/ BUSINESS raining Information Airections Submitted
Justification -
Commodity Code 11000000 / Mineral, Textile, Inedible Plant & Animal Materials
nternal Attachments Add
Account Code 141203
MINERAL AND TEXTILE MATERIAL External Note This is for Gannon Hall not As Speed type indicates iy PR Validation
Attachments for supplier Add
PO Type Override X v
2 Installation Labor EA 5,980.00 1 EA 5,980.00 \/ \/
A~ ITEMDETAILS 3¢ #
Q Contract: no value nternal Note/Business See attached quote for specific information regarding installation J Commodity Approval
Justification




Enter the reason for rejecting the line item.

Click OK.
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Total (3,900.00 USD) v
Status Pending Ship T . . Place on Hold
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University of Delaware Ty each supplier. The sho Return to Requisitioner jes
* Submitted 5/19/2022 2:34 PM Attn: Jennifer Simms account nav;h\nra\udpl i fle J !
Room: 115A . . q Forward to ...
B < After you reject the selected line item, select Approve 0o
. Reject Requisition
es n 1l 1 —
P e e | from the Document Actions menu to approve the
M Priority Normal .. . .
| remaining line items.
Prepared by Jennifer Simms Delivery Options ~
Prepared for Jennifer Simms Expedite X Tax Flag X Workflow ]
Purchasing Business UODO01 Ship Via Best Carrier-Best Way W show skipped steps
Unit UNIVERSITY OF DELAWARE
Requested Delivery no value Submitted
Payment Term x Date v e
Override
eBuilder Process no value PR Validat
Instance v Com b d o
Ad-Hoc Approver Select
Multi- N 7
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Technology Request  no value
Q v C:rr;rr:c:dny Approval
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Returning a Requisition

Returning a requisition is the preferred action if a field on the requisition needs to
be edited or information/documentation is missing.

When a requisition is returned and then re-submitted, it must route through all
approval workflow steps again. This is especially important if the approval
workflow changes based on edits that were made to the requisition. (e.g.,
SpeedType change, updated account code needing commodity review, etc.)

If a Shopper or Requester has only forgotten to attach a required document, the
Approver can add a comment to the requisition asking them to attach the
document in a reply to the comment. This function eliminates the need to return

the requisition.
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Cart Name
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Prepared for

Purchasing Business
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Override
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Ad-Hoc Approver

Multi-
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3515800

Previev

Pending

5/5/2022 421 PM
attempt 4 combo edit
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Mormal

Kristen Pickering
Kristen Pickering

uoDol
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you haven’t Assigned
the requisition to
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All = Search (Alt+Q)

otal (600.00 USD)
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T

o.o0usp W Q| A
- 2 of 9 Results » < >
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Approve

v
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x
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Select

V4 Shipping . Ep—
e, LYOUTSE If first! Wr o R reuion o
After assigning the requisition to yourself, select Return to Requisitioner o
from the Actions menu. e
United éta‘tes What's next? v
Billing Options
Workflow .. ]
Delivery Options Accounting Date no value
Expedite % Tax Flag w0 I Show skipped steps
Ship Via Best Carrier-Best Way v
Requested Delivery no value
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Camrnadity Motification




change purpose code

Characters beyond the limit are not saved, i.e,, the note s cated. Once the
note is attached, it is accessible from the History tab of the doc

— - Save Changes Cancel

Enter the reason that you are returning the requisition.

Click Save Changes.
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Rejecting a Requisition

Rejecting a requisition should be used judiciously.
Examples of when rejecting a requisition might be considered:
* You know the supplier was already paid for the goods or services
* The wrong form is being used (e.g., Non-Catalog instead of NPOP).

If a requisition can be edited and resubmitted, it is recommended to return it
rather than reject it.

A rejected requisition can be copied to a new cart, but unlike a returned
requisition, the history of the rejected requisition will not be retained.
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Requisition = 3100253 - =

Summary PO

All v Search (Alt+Q) 0.00USD W <P A

- 9 LR Approve/Complete & Show Next E] 3 0f 9 Resulis v £ >

Approve & Next

| Approve
F v _ Return to Shared Folder -
Total (190.00 USD) v
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Return to Requisitioner

| Forward to ...

|0.00

)
Q Internal Notes and Attachments &£ - External Notes and Attachments

Internal Note/Business Membership dues for needed services. Note to all Suppliers no value
m Justification . N

Attachments for all suppliers Add
Internal Attachments Date Add
‘ L NCURA Membership Dues 10/30/2020
@ Sourcing Event Title na value
- = mgm .
o Select Reject Requisition from the Document Actions menu. 190.00

.Iil. Sourcing Est. Award Amount no value

Sourcing Award Date no value

1 Item

NCURA - 1 Item - 190.00 USD

~ SUPPLIER DETAILS  MEMBERSHIP DUES: 1 DUPONT CIR NW/ # 2 ASHIN... =
Contract no value PO Number To be assigned - edit to specify
Quote number no value
Status  Item Catalog No. Size/Packaging Unit Price Quantity Ext. Price

[J Non-PO Payment Request

Contract: no value
1 2020 Membership Dues (Regular) 190.00 1 190.00
Q ~~ ITEM DETAILS
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Submitted
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£
v
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e about to reject ALL s on tl requisi Once aPRis
be reinstated. Click -t Res ion or Cancel to leave the

PR Reject Reason
Already paid on PCard

— Reject Requisition

Enter the reason that you are rejecting the requisition.

Click Reject Requisition.

Note: Once you reject a requisition, it cannot be reinstated or resubmitted.
The Shopper will have to create a new requisition, if appropriate.
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Questions:
e procurement@udel.edu

Resources:
*  Procurement Services Website

e Approving Requisitions in UD Exchange



mailto:procurement@udel.edu
https://www1.udel.edu/procurement/
https://www1.udel.edu/procurement/UDX/NewUX/Approvers/UDX%20Approving%20Requisitions%20in%20UD%20Exchange.pdf
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