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How to Cancel a Purchase Requisition 

 
On the Cal 
Poly Portal 
click CSU 
Portal-
Financial 
Administration 
 
Continue with 
your 2-Step 
Verification 
sign-in process. 
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Once in the 
CFS system, 
click on the 
diamond-
shaped NavBar 
icon at the top 
right of the 
homepage, then 
follow this 
path: 
 
Navigator 
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Purchasing  
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Requisitions  
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Add/Update 
Requisitions 
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This is the 
Add/Update 
Requisitions 
page. 
 
 
 
Click the Find 
an Existing 
Value tab 
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Search by 
Requester 
Name (last 
name), or by 
Requisition 
ID.  
 
To avoid 
typing all of 
the digits of the 
requisition 
number in the 
Requisition ID 
field, type a % 
and only the 
last 5 digits of 
the requisition 
number.   
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Click anywhere 
along the blue 
hyperlinks in 
the Search 
Results line to 
pull up the 
requisition. 

 
 
Click OK 
through this 
message 
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This is the 
main 
requisition 
page. 
 
 
To cancel a 
requisition, 
click on the red 
X in the upper 
right-hand 
corner of this 
page. 
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Click Yes at 
the pop-up 
message.   
 
Note:  You 
may not be 
able cancel a 
requisition if 
your approving 
official has 
already 
accessed or 
approved the 
requisition. 
They may be 
able to cancel it 
using these 
instructions.  
 
If your 
approving 
official is also 
unable to 
cancel the 
requisition, it is 
likely your 
Procurement 
Specialist has 
already pulled 
the requisition 
over for 
processing. 
Contact your 
assigned 
Procurement 
Specialist to 
cancel the 
requisition. 
 

 
 

 
 
 
 
 
 
 
 

 


