How to Delete Old Composing Requisitions

Follow the steps below to remove any old composing requisitions that you do not need.
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Step 1. Inthe My Documents window at the bottom of your screen, click on the “View More...” link
and select Requisitions
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Step 2. The next screen you see is a Requisition Search screen. Check the Preparer field and make sure
your name is listed and use the ‘select’ to put your name in. Then use the Status pick list and select
Composing and then click Search so you will only be working with Composing Regs.

Note: you can also use the Date Created option to select requisitions from a specific timeframe, like

2006.

Note: if your Search results show the message “Over 2000 items found” then you'’ll only be able to
delete 2000 requisitions at a time. Just repeat steps 2 & 3 until all items are gone.
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Step 3. Review the list of Requisitions shown on your screen to make sure that they are the ones you
want to delete. Then use the top checkbox to select all found requisitions and then click the Delete

Button.
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