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PRINTING A REQUISITION

Overview
There are many ways to print a copy of your purchase requisition.
e Using the View Printable Version hyperlink on many of the pages
e Using the View Printable Version action on the Manage Requisitions page
e Using the Requisition Report hyperlink on the Manage Requisitions page
Objectives

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

o Successfully print a purchase requisition.
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Viewing a Printable Version while viewing the Requisition

On many of the pages in the requisition process, there are View Printable
Version hyperlinks. Click on one of these hyperlink and a page pops up in a new
window showing the requisition formatted for printing.

Use the Print function from your web browser to print the window.

Viewing a Printable Version from the Manage Requisitions Page

Navigate to the Manage Requisitions page.

Navigation I —-—— U
r.-,..'.u. lI.r-:-lrm t’lc(uie:ie". Minage Reguatory
. ePI‘OCUI’ement Manage.l.?far!u-isittuns —
Bumnuum: - ;;m:‘;‘;‘;m:"‘
° Manage Requisition I0: A Ancest stans % Budget Status:
- mg = LGSR 4, Entered Dy 4 PO
Requisitions - _

Search for your requisition and once you have found it, selecte View Printable
Version in the action drop-down list.

Click Go.

A page pops up in a new window showing the requisition formatted for printing.

Use the Print function from your web browser to print the window.

Running a Requisition Report

Navigate to the Manage Requisition window as shown above.

Click the Requisition Report hyperlink at the bottom of the page.
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Navigation

e eProcurement

e Manage
Requisitions

e Click
Requisition
Report
hyperlink

Navigation

¢ eProcurement

o Manage
Requisitions

e Click
Requisition
Report
hyperlink

e Click Add a
New Value
tab

Hose warntel | Adam Favotes | Sign st

If you have not already set up a Run Control ID (an identifier used to associate
your report parameters to the report you run), click the Add a New Value tab.

If you already have established a Run Control ID, you can enter it, using search
functions as needed, in the Run Control ID field on the Find an Existing Value

page.

Requisition Print

Eind an Guisiog vae T

Hose warntel | Adam Favotes | Sign st

Rum Comtrod 10

pr—

A3

Enter the identifier you want to use when running the report.

For this example, enter printreq in the Run Control ID field. Run Control IDs
are specific to your User ID.
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Click Add.

Navigation Print Requisition
Run Control 1D: train Report Manager Process Monitor | Run |
¢ ePI’OCUI’ement Language: @Speciﬂed ORecipient's
e Manage
 Report Request Parameters e
Requisitions msnessuie [ 4 e e
¢ Click Requisition ID: Q, gnpproved | selectAn
C led
R L. From Date: El DC(a)nmCL:eted
equisition Through Date: [# [Jopen
Regort Requester: [ aQ, [ pending
hyperlink [NOT on Hold ~|
o Add or enter s ] =] oty ] [k Add | [ 5] UpdateiDisplay |
Run Control
ID

Enter the following parameters to print the requisition:
e Business Unit = BSU

e Requisition ID = your requisition number

e Click Select All in the Statuses to Include box

Use the search options as needed.

oRACLE

Favgites ManMenu » eProcursment » Manage Reguations

Print Requisition
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Repont Mocuest Parsmelets
Ausinass Unic Bsu a,
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Through Date: ) [ tpen
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Click Run.

oRACLE

Faviftes  Man Benu » eProcutement » Minage Requstions

Frocess Scheduler Request

Usnr BW_REQUESTER Run Control B printreg

Server Name: | ¥ Run Date: )

Recurronce: | Run Time: 1 Reset 1o Currant DateTims:

Time Zone: A

Ssiedt Crrritien Precenellens Frsssan Tios Taw "ol ittt
B Requistien Print SOR PORQIND S0R Repen Web || FOF A% Disngu§ion
e Canal

Be sure that the Type is Web and the Format is PDF.
Click OK.

The Print Requisitions page returns with a Process Number to use to track the
report.

Faviftes  Man Benu » eProcutement » Minage Requstions

Print Requisition

Run Control I printre

Languoge:  |EPgEsh &) @ specified © Recipet's

usiness Unic LE) @ [ snmestameie ]

Ficursition i DO0001E4TH a, [ approved =
[Fcanceiea

From Dase: B He .

Through Date: iG] [ tpen

Recunster: [ i @ Elpanding
(10T on Heta 3

[ save 2] mesty. e A88 ] UpsseDecay

Click the drop-down menu for the Main Menu and navigate to the Report
Manager.

BOWIE STATE UNIVERSITY PEOPLESOFT CHAPTER 9 — PRINTING A REQUISITION 7



Navigation

o Reporting Tools

¢ Report Manager

e Click the
Administration
tab

mome | worstat | Agaw pavtes | Sigm vt
Window @Help [ Custorize Page [ e

The report should be listed. Verify the process instance number, if needed.

Click the name of the report in the Description field.

A new window pops up to display the report in a PDF format.

Navigation

o Reporting Tools

e Report Manager

e Click the
Administration
tab

o Click the report
Description

hyperlink

Use the PDF controls to save or print the requisition.

B S ee 08 i [ "
-
Requisition
Business Uni.  BS0  CANCELED
ReqIC: Ciate Pags
Ship To:  Bowie State University £O0D01E4TS 06/01/2010 1
Central Receiving Requisition Name:
14000 Jericho Park Road
BOWIE MD 20715 Fequester
McCrimmon, Jayme usD
Regquester Signature
[ne5chd_Tem Descriotion Wi 10 Cuarity UCW Frice Exienced Ari Due Dde |
11 Mail services for 1.0000 UNT 4,870.00 .00 CANCELED
Anmual Alumni Day
{14,000+ Aurrei
and Friends)
Buyer  Gilbert,Cindy - PO Buyer
!re;_‘@u'. 0000026120 ZIP Mailing Services, Inc
Line Total: o.00
Total Reguisiticn Amount £.00
-
Dane &) Unknown Zone 3 -
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Emailing a Requisition

e eProcurement

o Manage
Requisitions

e Click
Requisition
Report
hyperlink

e Add or enter
Run Control
ID

o Enter fields

e Click Run

If you save a PDF copy of the e-mail, you can e-mail it as an attachment through
your regular e-mail.

Alternatively, you can print the requisition so that it will be sent to you or another
user.

Using the Type field on the Process Scheduler page allows two ways to print a
purchase requisition.

Type = Web (PeopleSoft will print to the web)
Type = Email (PeopleSoft will email the requisition to you
or someone else)

To print directly to e-mail, follow the steps shown above to navigate to the
Process Scheduler Request page for the Print Requisitions process.

oRACLE
tosw | worsst | Aduw Fevmtes | S e
eProcurernent
o New Window  (FHeln [ Customize Page 50 e

Fargkes  Han Menu ot » Minage Requstions

Frocess Scheduler Request

Change the Type to Email and leave the Format as PDF.
Click the Distribution hyperlink.
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fhose warntel | Adam Favotes | Sign st

Distribution Detall

Process lame:  BOS0010
Process Types  SOR Repen
Foidor tiame: | I

Reteition Days:
Email Sutpect: Eimail With Log: [] Email Web Report

ternage Teat;

Email Address List

Use the fields in the Email Only section on this page to send the message:

Email Web Report  Check to e-mail the web-based

report.
Email Subject Specify the subject line for your e-
mail.
Message Text Enter any message you want to

send with the report.

Email Address List  Enter the e-mail addresses to
send to if the users are not users
of the PeopleSoft system.

Distribute To Enter the system User IDs of the
persons who are to receive the
report. Separate addresses with
semicolons.

Click OK.

The Process Scheduler Request page is displayed.
Click OK to run the report.

The Print Requisitions page is displayed with the new Process Instance Number.
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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.

& Inbox - Microsoft Dutlook =18l
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o2 [ —=1

Folder List x|t
archive Folders T
<3 Calendar
{3 Deleted Items
-5E3 Drafts (5)
-5E Inbox (45
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@ Tasks (3)
Archive Folders
3 Calendar
(3 Deleted Items
F-4E2 EMAIL MANAGEMENT
-S4 Tnbox
S5 Sent Ttems
B Tasks
3 Jowel Perry
~(Z Deleted Items (1)
B3 Personal (15)
@ Outlook Today - [Mailbox -
<% Calendar
3 Contacts
{7 Deleted Items (5)
~$} Drafts
=45 Inbox (1)
-S4 Infected
3 Journal
Hotes
<# outhox
{2 PacketMirror
-S4 Sent Ttems
@ Tasks (1)
@ Public Folders

m

MMy Shaortcuts

Other Sharkcuts

‘1 Ttem, 1 Unread

It can only be displayed if the computer has Acrobat Reader.

E& Acrobat Reader - [PORQO10_1006.PDF] _ 8] x|
@ File Edit Document Yiew ‘Window Help |5 x|
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E Requisition
=
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7 Ship Te:  Bowie State University 0000002138 06/23/2003 1
Central Receiving Requester Currency
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= Bowie MD Requesler Signatura
2 USA
=
= ]
=
Line-Schd Item Desaription Tifig IO Quantity LT Price Extended Amt Due Date | O
1-1 DESCR FOR JEWEL 119, 0000 EA 1.9c 212.0C 082472002 gj)
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