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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

= Purchasing
=~ Requisitions

[ Reconcile Reguisitions
[ Review Requisition

Information

Reguisition Print
Enter any information yvou have and click Search. Leave fields blank

‘ Find an Existing VYalue |

Run Control 1ID: | hegins with |

[]case Sensitive

Add a Mew Value

Search | Clear | Basic Search Save Search Criteria

* Reports
— Print Reguisition

or

Find an Existing Yalue | Add a Mew Walue

Requisition Print

Find an Existing WalLe I Add a New Value .

Run Control ID:|

Add

Find an Existing Yalue | Add a Mew Yalue

1. Select “Find an Existing Value” and search for your existing Run Control ID. If you have
never run this report before, select “Add a New Value” and type in a Run Control ID (one
word (example: PrintReq).

Note: Once the Run Control ID exists you can locate it by searching under “Find an Existing
Value”. DO NOT create multiple Run Control for printing a requisition.
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2. Enter Business Unit of SLCMP and type in the REQ ID. Leave the Requester field
blank.

. Fun
3. Click _=electal Iand |

Requisition Print

Run Control ID: SLACARD Feport Manager Frocess dMonitor Run
Language: | English |+ | @ Specified O Recipient's
Report Reguest Parameters
Business Unit: SLCMP S Statuses to Include
Requisition ID: 2007100934 O Approved
Select All
5 Canceled
From Date: Completed
Through Date: [=1] Open
= .
Requester: | Q Pending
| On Hold AMD Mot On Hold - (w
B save | L\ Return to Search ‘ +[E Previous in List | +[5] Mext in List ‘ [=7] Matify | [Ey Add

4. The Process Scheduler Request Page displays. Nothing needs to be entered. Click

9] |

Process Scheduler Request

User ID: SLACARO Run Control ID: SLACARO
Server Name: PSLINX *| Run Date: 0711562008 [5]

Recurrence: Run Time: | 145 00PN Resetto Current DaterTime |
Time Zone: Q

Process List

Description Process Hame Process Type *Type *Format Distribution

Requisition Print SQR PORQOTO SOR Report |Web v| | PDF v| Distribution

Ok | Cancel ‘

5. The report is now running and you are returned to the Requisition Print page.
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6. Now select Erocess Manitar

Requisition Print I ——
un Control ID: PRINT_REQ Repart Manafer Process Monitor

_anguage: IEninsh 'I ® Specified o Recipient’s

Report Request Parameters

Business Unit: SLCMP O Statuses to Include
Requisition ID: 2007101287 O ' Approved selectal |

¥ canceled

Eriomillate: e ¥ Completed
Through Date: El ¥ open

¥ pending

Requester: | Q

[ on Hald AND Mot On Hald =]

7. If the Run Status is not Success, click __F&fresh

8. As the report runs the status will change from Queued, Initiated, and Posting to Success.
9. Click Letalls when it has reached Success.

Process List

View Process Request For

UserID: [SLACARD QU Type: | V|Las1: [ 1 |Hours R Refresh |

Server: Name: QL Instance: | to |
A Distribution | v [¥]Save On Refresh

Status: Status
Process List Custamize | Find |

Process .
Select |Instance |Seq. (Process Type Hame User Run Date/Time Run Status tatus

277173 SQR Report PORGO10 SLACAROC 07/1502008 1:45:00PM PDT  Success Posted

; Yiew LooTrace
10. Click Wiy LogiTrace
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Process Detail

Instance: 277173 Type:
Hame: FORGO0
Run Status:  Success

SR Report
Description: Requisition Print SQR
Distribution Status: Fosted

R Wlpate process

Run Control ID: SLACARO Hold Request
Location: Server Queue Request
Server: PEUNK Cancel Request
O Delete Request
Recurrence: Restart Request

Request Created On: 071 4/2008 1:42:34FM POT
Run Amytime After: 0711 5/2008 1:45:00PM PDT
Began Process At:  07/15/2008 1:53:08FPM PDT
Ended Process At: 071 5/2008 1:53:17FM PDT

FParameters Transfer
Message Log

Batch Timinas

Wiew LogTrace

View Logl/Trace
Report

Report ID: 187001 Process Instance: 293426
Name: PORGOT0

Run Status: Success

Process Type: SOR Report

Reguisition Print SQR
Distribution Details

Distribution Node: FSLOTST Expiration Date: Da0F20038

File Size (bytes) M

SOR_PORGQOI0 283436 l0g 1,583 O8Mar20C
porg0l10 293436 PDF I 3,386 02imai20c
porgdTD Y545 k. 00 B3 0armarzoc

Distribute To

Digtribution ID Type
Llser BTESCH

*Distribution 1D

11. Click the .PDF link to view the report.

12. The report title is porg010. The instance will always follow in the file name.

13. The requisition opens in a new window.

14. Click @ to print the report.
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Note: In order for the Requisition comments to appear on this report, ¥ Send to Vendor must
be checked on the 243.0mments hynerlink page of the requisition.

Page - 5 - 9/8/2008



