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1. The following steps will show how to return a requisition to the shared Organization folder in the

scenario where you do not have time to complete the approval. Click on the requisition # in My PR
Approvals folder.
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2. Select Return to Shared Folder as the Available Actions.
3. Click on the Go button.
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227082 view Nat Normal 8/1/2008 3:03 PM Churk Boulinesu  3,575.79 USD Assian 7]
Assigned

227081 wview Not Normal 8/1/2008 3:02 PM Chuck Boulineau 558,35 USD Assign [
Aszigned

227074 wview Mot Mormal 8/1/2008 2:58 PM Chuck Boulineau 565,76 USD Assian [
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4. Notice that the requisition has been removed from the My PR Approvals folder and is now in the
Organization folder.

5. This completes the steps for this procedure. Click on the East Carolina University icon to return to the
home page.
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