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Delete a Change Request 
When a new BUY.IU invoice is created, all draft change requests are nullified. A draft change request must be deleted 
and recreated. It is not possible to duplicate a draft change request. 

Unsubmitted change requests can be deleted by any BUY.IU user by navigating to the Change Request section of the 
purchase order (PO) in the left-hand menu. Click Delete next to the change request you need to delete.  

 

A new window appears and prompts you to log a comment explaining why the change request is being deleted. Enter 
your comment and click Delete Change Request. 
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Submitted change requests may only be deleted by the person who submitted the original request. 

Submitted change requests may be deleted by following the instructions above or by navigating to the Orders module, 
then My Orders, and finally Draft Change Requests. 

 

On the next screen, locate the change request that needs to be deleted. Click the down arrow next to View then select 
Delete. 

BUY.IU will not ask you to confirm your choice. Be sure you select the right document! 
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After the draft change request is deleted, a new change request can now be initiated on the purchase order by selecting 
Document Actions then Create Change Request. 

 


