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Correct or Delete Rejected Requisition 
 
Location(s): myNKU  Universal Worklist (UWL) 
 
Purpose: When a requisition is rejected, rejection task routes back to the creator for action.  This will allow 
the creator to delete the requisition or create a new line as indicated in the rejection reason; resulting in a 
cleaner budget. 
 

1. Log into myNKU. 
2. Select Universal Worklist. 

• The rejection reason will display on the tasks tab. 
 

3. On the Tasks tab, click the underlined subject for the requisition line item to correct or delete. 

 
 

4. Update the requisition as required, including updating the Header note. 
5. Click Save. 
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