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LAST REVISED DATE: 11/28/2017 

General Information 

Task Process Information 

 

Req. Pushback – Requester 

Note: If additional assistance is 
needed, please contact the respective 
AOC Department staff or the JIS 
Service Desk. 

The objective of this customized functionality is to provide users (Buyers and 

Requestors) of the Procurement system, the ability to collaboratively correct a 

Requisition. 

Note: Use this tip sheet only if you received an email from the Buyer assigned to your 

Requisition requesting a correction. 

GEARS Navigation 

eProcurement > Manage Requisitions 

•  

Process 

This document is intended to provide a quick reference to completing standard transactions within GEARS. 

STEP ACTION DETAILS 

1. If you receive an email similar to the 
one seen on the right requesting a 
modification to your Requisition, 
please follow the steps below to 
complete the modification. 

 

Please note: Your requisition is 
currently placed on hold. 

 

2. Enter your Requisition ID and then 
click . 
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3. Choose Edit from the dropdown menu 

and click . 

 

4. You’ll receive this message as your 
Requisition is Approved, click                    
to continue. 

 

5. Once you complete making the 
changes to your Requisition, click the 

button . 
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6. Then click on the button . 

 

7. The Send Notification page will open. 

Send an email to the Buyer to remove 

the hold on your Requisition. 

The Buyer’s email ID will auto-

populate in the To email field. 

a) Choose a Priority level. (Optional) 
b) Enter the Subject detail. 
c) Enter the Message detail. 
d) Click                 to send message. 

 

 

 

8. Once the Buyer removes the Hold on 

your Requisition, you’ll receive an 

email similar to the one seen on the 

right from the Buyer confirming that 

the hold is removed. 
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9. Please refer to steps 2 & 3 on this tip 

sheet for instructions on accessing 

your Requisition. 

 

If necessary                            on your 

Requisition. 

 

Click                                           and your 

Requisition will be routed through the 

approval process again. 

 

This concludes the steps for the Requisition pushback. 
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