PeopleSoft Version 8: Requisitions The University of Akron

Chapter 4 . Printing a Requisition

Method 1: Printing a Requisition from the Form Page

You can print a requisition right after you save it by using the More drop down box in the bottom
right corner of the Form page. You can print the requisition from this page anytime before the
requisition has a status of “Complete.” A Completed requisition is a requisition that has
completed the Requisition Life Cycle. After a requisition has been completed, you will not be
able to access this page and therefore you will need to follow Method 2 to print the requisition.

What you do What happens
1. If you just completed the requisition,
verify that you are on the Form page.

OR

From the menu, chose:
Purchasing,
Requisitions,
Maintain Requisitions

Use the Find an Existing Value page to
locate the requisition.

2. The Form page displays.
PeopleSoft.

(=113

Form i Schedule

Unit: AKRON  ReqID: MEXT ‘Req Date: |11/16/2004 @migin:lw =l =

‘Requester: |PUW AR Y] Rath,Andy [~ Hold From Further Processing
Status: Pending Budget Status: Mot Chie'd Accounting Date: I”” 62004 | & currency: |USD Dallar
=]

& i First [0 1or 1 [P] Last
Sel Line Description Req ‘Uon Category Tice Status
¥ 1[5 =HE B Loooo [Ea | @ [aiie @ [onoooot [RECEM @ acive [ |
Total Amt: 0.00 USD Total Base Amt: 400.00 USD
*Goto: Header Defaults Header Comtents... tem Search Itetn Detail Line Defaults Line Details
Copy Fram Catalog Line Comments  Sourcing Contrals Mare it
B save)l [Ednctify |9 Refresh [Ek2dd | [ ] UpdateiDisplay
Form | Schedule
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What you do

What happens

3. Click in the More drop down box for a
list of selections. This box is in the lower
right corner of the page.

The More drop down box:

Lo hare...
01-Activity Log
02-Freview Req
03-Show Currency
N4-Fequester Info
Na-Activities
N6-Category Search
07-Budget Status
N3-Change Histony
04-

|...ru1|:|re... j

N9-Reguester tems -

4. Note: If you are a MAC user, the Form page will display as follows:

E @' Grab File Edit Capture Window Help

=
Mmoo 5 B
(&) Maintain Requisitions (5]
Back Forward  Stop  Refresh  Home : AutoFill  Print Mai

Mac Mac 08 X

7P(‘EOI").leSOft;

Home | workist

Macinto: MSN

*Requester: [TRAINOT Qlfraining ID

Sel Line ltem ID Description ReqQty ‘UuOM

- | _Add to Favorites |  Sianout

S

Z =
Mew Window | Help

& |/ Form Y Sthedue )

| unit: AKRON Req|ID: 0000019073 “Req Date: [2004711780 _ [jorign:[ ONL £ ]* A 3¢ 0 =

Status: Pending Budget Status: Not Chk'd Accounting Date:|2004/11/30 il *Currency: Dollar

] Hold From Further Processing

Customize | Find | Vie: i
Category Price Ship To

lcomputer
81 qj F[50000 [EA  QJ [COMPP Q| [2,000.000C [RECEI

&

Total Amt:

0.00 USD Total Base Amt: 20,000.00 USD

*Goto: Header Defaulls Header Comments.. ltem Search

kangaroo
B: Ql R [zoo00 [EA @ [ANMA Q] [5,000.000C [RECEM

&

Item Detail Line Defaults Line Detail
Catalog Line Comments  Sourcing Controls -More..
B s= % Refresh
[4
QD Internet

a

You will need to click on the arrows button (circled above) to open the More drop down

box.
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What you do | What happens

5. Select from the list, 02-Preview Req.

The Administration page displays.

J List ) Ewplorer | Administration Y Archives |
User ID: |A0624SF Type: | j Last: |_1|Days 'l Refresh
Status: | j Fol(ler:l j Instance: | to: |

Report List [ 1 All E First [« 1-9af 9 [ Last
Report Prcs _ Request _

Select ID Instance DESCIItioON Date/Time Format Status Details

° 47789 68638 DeptBuduetSummary-One Line So-""200  Actobat("pdf) Posted Details
. 06f30/2005 .

[} 47788 68637  Dept Budget Detail 743 344 Acrohat (*.pdfy  Posted Details
063052005 Comma .

I} 47787 68636 Dept Budget Summa 743 344N delimited (*.csv) Fosted Details

" 47785 68635 DeptBudaet Summary-One Line [0 0200 Acrobat(*pdf) Posted Details
. 0673072005 .

I} 47785 68634  Dept Budget Detail 743 544N Acrobhat (*.pdfy  Posted Details
0673072005 Comma .

[} 47784 68633 Dept Budget Summa 743 544N delimited (*.csv) Fosted Details
. . 0673072005 f

I} 47782 68611 Reguisition Print SQR 735 354N Acrobhat (*.pdfy  Posted Details

[~ 47616 63342 Renuistion Print SOR fpaalsllS  Acrobatrpdf  Posted Details

[© 47615 63330 Renuistion Print SOR ApfaaIllS  Acrobatpdf)  Posted Details

v
Select All Deselect Al

%Iolickthe delete button to delete the selected report(s)

B Save

List | Explorer | Administration | Archives

6. Locate the requisition by looking for, The Report Description hyperlink appears.
Requisition Print SQR in the Report e
Description column. — R reaed L

4] 1yarn ¥ Last

Fotmia Status  Detaits

7. Click on the Refresh button until the L s

R A F 4T7e8 686ie sl Acrobat ("pdf)  Posted Detalls
Status is Posted. After the report is R — NS ppcom Posnd Dot
H H H = S 602005 Comn T
Posted, the report description will CENRUTR e oM oommmsacan PO Qs
- [ 47708 685 DestBusgel SurenareOne Ling hawicl’  Acrobal(puf Posted Ditalls

become a hyperlink. oo
(1 47785 GoR34 .;_I‘m Arobat " pdf  Posted Defails
B 47704 6613 DegBusqet Summs E 005 ;:I:‘V“"_:c oy POStRS Ditals
(] arTer Acrobal (" pon  Postid Detalls
(] 47616342 “';n:;:.,h'n' Acrobat "padt  Posted Detals
B 47815 62130 JEIAANNE  AcrobalCod Posted Detally

4

The Report Name will become a A Fomnan
hyperlink once the status is Posted. R G B
Use this hyperlink to view the report. i

Lisl | Expiorer | Administration | Akt s
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What you do

| What happens

8. Click on the report description hyperlink for the report.

The report is opened in a new Internet Explorer/Adobe Viewer window.

Departmental Purchase Requisition

Ship To:  Central Stores
185 East Mill Street
Akron OH 44325-0703
USA

Business Unit: AKRON

Regq ID: Date Page
0000012151 11/30/2004 1
Requester Currency
Foth, Andyv UsD

Requester Signature

Extended Amt Due Date

[Line-Schd St ltem Description Mfg ID Quantity UOM Price
1A ABC 1.0000 EA 100.00 100.00
Vendor: 0000001342 Department of Purchasing
Distribution:
10000/A4756002 (200704) Software Training Sves 100.00
Line Total: 100.00
21 A XYZ 1.0000 EA 100.00 100.00
“endor: 0000001342 Department of Purchasing
Distribution:
10000/A44756002 (200704) Software Training Svecs 100.00
Line Total 100.00

Total Requisition Amount:

200

.00

9. Select from the browser’s menu File,
Print.

OR
Click on the Printer tool in the browser’s
toolbar or in Adobe Acrobat’s toolbar.

In the Window’s Print dialog box, make
your printing choices.

10. You may opt to save the document
instead of printing if you wish to
conserve paper or forward the requisition
to someone else on campus
electronically.
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