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https://protect-us.mimecast.com/s/vnN4CQW8JNT6JlvMix2hmI?domain=tcu.okta.com

Finding a Returned Requisition When a requisition that you submitted has been returned, it can be accessed by
selecting the action items flag in the top right of the page, then by clicking “My Returned Requisitions” from the

dropdown.

Action ltems

Al v Search (Alt+Q) Q 0.00USD W Q?E O
a

+
Orders

I My Returned Requisitions m
Unassigned Approvals
Cantract Request Approvals

You will be taken to a list of your draft carts. Find the returned item in the list and click “View”.

Shop » My Carts and Orders » View Carts » Draft Carts

Cart Management

Draft Carts Assigned Carts

¥ Filter Draft Carts

Type & Cart Number = Shopping Cart Name = Cart Description Date Created
Normal - Returned 3655227 Example Textile Pay Req 11/18/2022
Normal 3691941 2023-01-19 jbrumbach 01 1/19/2023

Your requisition has been returned to draft and can be updated before resubmission.

Requisition + 3655227

Summary ents 1 Attachments 1

Total =

Action

550.00 USD v

0.00 USD

Geners # - shisping # . siing + -~ TN

Total (550.00 USD)

usiness Unit ~ TCU Ship To Bill To
Atn: Jacob Brumbach TCU-Academic Services
Example Textile Pay Req 2900 WEST BERRY STREET TCU Box 297710
Fort Worth, TEXAS 76110 Fort Worth, TX 76129
escription no value United States United States

Jacob Brumbach
Delivery Options Billing Options

Jacob Brumbach
Ship Via Best Carrier-Best Way Accounting

. no value
Cart Source Manual e
‘What's next for my order?
o Ne
N X no value Next Step IC Review
Blackwell, Rachelle
o al X Rachelle Blackwel
Training, Approver 1
Accounting Codes #F v
M Show skipped steps
GL Unit Account Fund Department Project

TCU 6220 11201 21110 na value o Dr..“
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~

550.00

550.00

View ¥



Clicking “Comments” near the top of the page will allow you to view any comments made by the approver who returned
the requisition.

Requisition + 3655227

Summary Comments o Attachments 1 History

Records found: 1 Show comments for ~ Requisiton — ~

Approver 1 Training - 1/19/2023 3:48:24 PM Requisition - 3655227  Requisition retumed )

Please update and resubmit

Once any necessary edits have been made, you can resubmit the requisition by clicking the “Place Order” button in the
top right of the page.

Al > Search (Alt+Q) 550.00USD W o & O

Subtota 550.00

550.00
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