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Topic Enabling a Requisitioner to Correct Errors on a RELEASE Requisition 
Document 
Types Involved 

Bid☐           Requisition ☒           PO☐                Receipt ☐     Invoice ☐    Credit Memo ☐ 
Report ☐           Vendor ☐       User Profile ☐     Agency Setup ☐       Other ☐ 

Reason for 
Publication 

RELEASE Requisitions attempt to integrate with AFIS after the final approval on the document when the document is automatically 
converting to PO.  If AFIS rejects the document for some reason, an error message will be returned and the Release Requisition will be 
placed in the status of 1RRP-Ready for Purchasing.  This is not an expected status for a RELEASE Requisition and specific steps are 
required to enable the Requisitioner to correct the errors. 

Steps Resulting 
in  Scenario 
 

1. A RELEASE Requisition has received final approval and ProcureAZ is automatically attempting to convert the Requisition to a PO.   
a. This is the first time that ProcureAZ attempts to integrate to AFIS on a RELEASE.   

2. AFIS found a problem with the data /accounting on the document and an error message was returned on the document.   
a. The approver may or may not have noticed the error message. 

 When a RELEASE Requisition has received an error and no further action has been taken, the status will be 
Ready for Purchasing.   
• RELEASE Requisitions do not normally display this status 

 

Recommended 
Strategy 

1. Release Requisitions that are in a status of Ready for Purchasing will need to be Disapproved so that the Requisitioner 
can make corrections to the document. 
a. The disapproval will have to be completed by a Basic Purchasing user (Purchasing Professional) with access to that 

document. 
• For Delegated Authority agencies, this can be accomplished by one of their agency Purchasing Professionals. 
• A few Limited Delegation agencies also have an agency Purchasing Professional that can complete this 

disapproval. 
• The majority of Limited Delegation agencies will need their SPO Agency Liaison to complete the disapproval. 

b. Before Disapproving the document, the BP User should copy the error message into the NOTES tab on the document. 
• The error message will disappear from the document when the document is disapproved, so if you do not place it 

on the NOTES tab, they will not know what the problem is. 
c. At a minimum, the Disapprover should include a comment of “Disapproving due to AFIS Error.  See Notes for Error 

Message” when Disapproving the document. 
2. The Requisitioner will need to Reopen the Requisition to make corrections. 
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3. After making the corrections, the Requistioner will need to resubmit the document. 
a. All of the approvers on the approval path will have to review/process the document again. 

 

Screenshots 

1. Release Requisition with Error Message 
 

 
 
2. BP User Places the error message in the Notes Tab 

 
 
3. BP User Disapproves the Release Requisition 
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4. Requisitioner Locates Release Requisition 

 
5. Requisitioner Reopens Requistion to Make Corrections 

 
 

 


