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1. The following steps will show how to return a requisition to the requisitioner for changes to be made to 
the document. Click on the requisition # in My PR Approvals folder. 

 

 
 

2. Select Return to Requisitioner… as the Available Actions. 
3. Click on the Go button. 
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4. Enter a detailed reason for returning requisition back to requisitioner. 
5. Click the Return to Requisitioner button. 

 

 
 

6. Notice that the requisition is not listed in My PR Approvals folder.   
7. This completes the steps for this procedure.  Click on the East Carolina University icon to return to the 

home page. 
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