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PRINTING A REQUISITION 
 
 
Overview 
  

There are many ways to print a copy of your purchase requisition. 

• Using the View Printable Version hyperlink on many of the pages 

• Using the View Printable Version action on the Manage Requisitions page 

• Using the Requisition Report hyperlink on the Manage Requisitions page 

 
Objectives 

By the end of this chapter, you will be able to: 

• Successfully print a purchase requisition. 
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Go to Outlook and check your inbox.   
 
Open the document and double click on the PDF attachement to display the 
printed requisition.   
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It can only be displayed if the computer has Acrobat Reader.   
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