CASE WESTERN RESERVE , .
@ UNIVER +c  PeopleSoft 8.4 Quick Reference Guide

Printing a Requisition

www.case.edu/erp/fin

1.

From the left-hand navigation menu,
open the Purchasing menu group.

Open Requisitions.
Click Maintain Requisitions.

The Requisitions — Add a New Value Page
appears.

Click the Find an Existing Value tab.

The Requisitions — Find an Existing Value
Page appears.

Enter the Requisition 1D you wish to
review.

Click L=earch |

The Requisition Form page appears with
the selected requisition ID.
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Select 02-Preview Req from the drop-
down menu in the *Go To section at the
bottom of the page.
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A new window opens the Report

Manager.
Click on the Administration tab.

The Administration page appears.
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Dol |Click the delete button 1o delste the selected reporis)

10. Click | Refresh_|¢q update the status for
the Requisition Print SQR report.

11. When the status of the report is
Posted, a View link will appear.

12. Click the View link.
The Report Detail page appears.

Report Detail
Report ID: 2081 Process Instance: 3300
Name: PORQOTO Process Type: SQR Report

Run Status: Success

Requisition Print SQR

File List

Name File Size {bytes] Datetime Created

Message Log 1,333 0772212004 8:01:12.000000AM EOT

porg010 3300 PDF 2136 0712212004 8:01:12.000000AM ECT

Trace File [iE] 0712212004 8:01:12.000000AM ECT
Return

13. Click the link ending in PDF. (nnnn =
the instance number assigned by the
printing process.)

A new window appears with a copy of the
requisition.
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14. Use the B @ icons at the top of the
page to print the requisition or save the
requisition to your hard drive.

15. Close the report window.
16. Close the Report Manager window.
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