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3. Click��on��the��View��Requisition��button��against��the��My��Requisition��you��wish��to��cancel��
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4. Click��on��the��drop�rdown��arrow��beside��the��Submit��for��Approval��button��and��choose��Cancel��MyRequisition��
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Note��–��Once��a��My��Requisition��has��been��cancelled,��it��can��no��longer��be��used.����If��the��user��finds��that��they��are��
still��required��to��order��the��goods��and/or��services,��they��will��need��to��create��a��new��My��Requisition��
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