&LPO]X Training Guide

Printing a Requisition
This report allows the requester to have a hard copy of the requisition for reference only.
Navigation: Purchasing, Requisitions, Reports, Print Requisition

X L .
Menu = K Requisition Print
Search;

I @ / Eind an Existing Yalue | Add a New Value

[* My Favarites
[ Cal Paly, SLO Run Control ID: |print
=7 Purchasing
= Requisitions
[* Review Requisition Add
Information
= Reports
Print Reguisitian

Find an Existing vwalue | Add a Mew value

(Note: In order for the Requisition comments to appear on this report, ¥ Send to Vendor must be
Header Comrments...

checked on the page of the requisition.)

The first time you run this report, select “Add a New Vaue” and type in a Run Control 1d (one
word). If you have already added a Run Control 1d, select “Find an Existing Value” and search.
The Run Control Id is a name given to the parameters of the report. Since the parameters will
always be SL CMP and a reguisition number, the same Run Control 1d should be used each time
you run the report. The Run Control ID shown above is “print”

Once the Run Control Id exists you can locate it by searching under “Find an Existing Value.” If

you try to add it again, the following message appears and you need to select the Run Control 1D
listed below.

Requisition Print

/ Eind an Existing Value |

Add

The value you tried to add already exists.
Selectit below ifyou'd like to update it

or specify a new value in the fields above.

Contact: Suzanne LaCaro slacaro@cal poly.edu -1- 10/19/04
Business Process Owner: C&PS
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{ Requisition Print _—

Run

Run Control ID: print Eeport Manager Process Monitor

Language: IEninsh 'l # specified © Recipient's

Business Unit: ISLCMP (Y|
RequisitionID:  [2003100995 | Q ' Approved T
¥ canceled
| Ed

From Date: F completed
Through Date: I B ¥ Open

¥ Pending
Requester: |

|NOT On Hold =l

» Enter BusinessUnit of SLCMP and type in the requisition 1d. L eave the Reguester field

blank. Click SE'Ecm”land Run

> The Process Scheduler Request Page displays. Nothing needs to be entered. Click Lok |

Process Scheduler Request

User ID: ABOYER Run Control ID: print

Server Name: I :I' Run Date: IDEJ’ 1042004 (]
Recurrence: I ‘I Run Time: |4:D1 15PM Resetto Current Date/Time |
Time Zone: I ﬂ

Process List

Select Descrimiun Process Name Process Tml_i& meC_IE *Format
¥ Requisition Print SQR PORGOND SQR Report |wen =] |PDF =] Ed

Ok | Cancel |
» Thereport is now running and you are returned to the Report Request Page

> Now select Erocess Maniar

Run Control ID: print Report M@@ Run
Language: |Eng|ish 'l % Specified " Recipient's

Business Unit: ISLCMF’ Q
RequisitionID:  [20031008%6 | (@ ' Approved select Al |

¥ Canceled

From Date; I E ¥ completed
Through Date: | B3l ' Open

¥ Pending

Requester: |

|NOT on Hold =l
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> If the Run Status is not Success, dlick __Reresn_|
» Asthe report runs the status will change from Queued, Initiated, and Posting to Success.

[ Process List Y SemerlList |

User ID: [CLKIDD Q Type: Tliast: [ 1 [Davs A

|
Server: I "I Name: | ﬂlnstance:l to
|

Run Status: [ ¥ Save On Refresh
Customize | Fin i irgt (4] 105 1 [
Process . .
Instance Seq. Process Type Name User Run Date/Time Run Statu Details
12016 SR Report PORGOI0 CLKIDD 031752004 12:06:21PM PST Ciueued Dietails

» Click Petaills \when it has reached Success.

Process Detail

Instance: 12016 Type: SQR Report

Hame:; PORGOI0 Description: Requisition Print SQR

Run Control ID: PO ' Hold Request

Location: Server € Queue Request
o

Server: PELUMK Cancel Request
" Delete Request

Recurrence: ' Restart Request

Request Created On:  03/17/2004 12:06:27FM PET Parameters Transfer

Run Anytime After: 031 7/2004 12:06:21FPM PST Message Log

Began Process At: 0371 7/2004 12:06:35PM PST Batch Tirmings

Ended Process At: 03712004 12:06:50PM PST Wiew LogiTrace

Ok | Cancel |

; Wiew LogTrace
> Click Wiew LogTrace
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View LogiTrace

Report 1D: 7840 Process Instance: 12016
Hame: PORGOT10 Process Type: S0R Report
Run Status: Success

File List

Name File Size {bvtes) Datetime Created
Messane Log 1,426 0a3M 72004 12:06:36.000000PM PST

I—aesqeq-a% 7,649 03/17/2004 12:06:36.000000FPM PST
Trace File B3 03/17/2004 12:06:36.000000PM PST
Click the PDF link to view the report.

The report title isporq010. The instance will always follow in the file name.
The report opens in a new window.

Click @ to print the report.
For viewing purposes, increase the text size by clicking on the tool bar‘ RS |
Close the Report Window (File, Close) and click _Retur | on the View LogiTrace pgge

Click LI on the Process Detail Page
Click o backto Reguisition Print on the Process Request Page.

YVV V V VY VYVVYV

To run the report for another Requisition enter the Req ID number and start the steps again.
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