
Change Purchase Requisition (ME52N) 
 
From the SAP Easy Access PCSB Menu Screen: 
 
Click the Expand Icon to the left of: PCSB Menu>Purchasing>Requisitions 
Double Click on ME52N- Change Purchase Requisition 
 
The first time you go into the Change Purchase Requisition screen, the screen will say Display Requisition until you enter 
a Requisition Number, the Document overview off window will also display. 
 
Click on the Document overview off button 
 
Click the Other requisition Icon                     Type in the requisition number   
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