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Method 2:  Printing a Requisition using the Req Print Page 
 
Part A:  Creating a Run Control 
 
What is a Run Control ID? 
A Run Control ID is an identification code that represents: 

◘ your PeopleSoft ID 
◘ the process you are running, such as printing a departmental budget report or printing a 

requisition 
 
Each process that you run needs its own unique Run Control ID. If you print budget reports and 
print requisitions, you will create one Run Control ID for printing budget reports and one Run 
Control ID for printing requisitions. 
 
When do you create a Run Control ID? 
The first time that you run a process, you need to create a Run Control ID. Some examples of 
processes are gathering the data to print a Departmental Budget Report or gathering the data to 
print a requisition.  
 
When you run the process in the future, you use the same Run Control ID as the first time that 
you ran the process. 
 
What are the characteristics of a Run Control ID? 
A Run Control ID can be up to 16 characters in length. It cannot contain spaces. Some examples 
of Run Control Ids are BudgetPrint8 or ReqPrint8.  You may use your old Run Control from 
Version 7.5 to print requisitions in Version 8. 
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What you do What happens 
1. From the main menu, choose: 

Purchasing 
 
 

 

The Purchasing menu is displayed. 
 

 

2. Click the Reports link. 
 
3. Click the Print Requisition link. 
 
4. Click on the Add a New Value 

link or on the Add a New Value 
folder tab 

The Add a New Value page is displayed. 
 

 

5. Type a RunControl ID with a 
maximum number of 16 
characters and no spaces. 
 
For example, enter ReqPrint8. 
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What you do What happens 
6. Click on the Add button 

 
 

The Requisition Print page is displayed. 

 
 

7. Enter or verify information as 
follows:  
Recipient’s radio button is 
active 
Business Unit:  Akron 
Requisition ID:  Enter ID with 
lead zeros.   
Statuses to Include Frame:  
Select All and select the option 
“On Hold AND Not On Hold” 
from the drop-down list.  
 
Click on the Save button. 

 
 

8. Go to Step 5 in the next section 
(printing a requisition) to 
continue with the Requisition 
Print Process. 
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Part B:  Printing a Requisition 
 
You should have already created a Run Control ID for printing a requisition.  If you have not 
created a Run Control ID, please refer to the previous section in this chapter, Creating a Run 
Control. 
 
What you do What happens 
1. From the main menu, choose: 

Purchasing 
 
Click the Reports link. 

 
Click the Print Requisition 
link. 
 
If necessary, click on the 
Find an Existing Value tab 
or link at the bottom of the 
page. 

 

The Find an Existing Value page displays. 
 
 

2. In the Run Control ID field, 
enter the ID that you created, 
i.e., ReqPrint8. 
 
OR 
Click on the Search button. 
 
If you did not enter the 
complete Run Control ID or 
if you clicked on the Search 
button, you will be returned 
Search Results at the bottom 
of the page.  Click on the 
correct Run Control ID to 
advance to the next step. 
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What you do What happens 
3. The Requisition Print page displays. 

 
4. Enter or verify information 

as follows: 
Business Unit:  Akron 
Requisition ID:  Enter ID 
with lead zero’s 
Statuses to Include Frame:  
Select All and “On Hold 
AND Not On Hold” 
 

 
 

5. Click on the Run button. The Process Scheduler Request page displays. 
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What you do What happens 
6. Note/Select the following:  

 
Server Name: PSNT 
Run Date: (Do not change 
the system date that defaults.) 
Run Time: (Do not change 
the system time that 
defaults.) 
 
In the Process List grid at the 
bottom of the page:  
A checkmark needs to appear 
in the Select checkbox. 
Type: Web 
Format: PDF 
 

The Process Scheduler page is displayed with your choices. 

 
 

7. Click on the OK button. 
 
Note the Process Instance 
number. 

The Requisition Print page returns with the Process instance. 
 

 
 

8. Click on the Report 
Manager link. 
 

The Report Manager component is displayed.   
The List page is on top. 
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What you do What happens 
9. Click on the Administration 

folder tab. 
The Administration page is displayed. 

 
 

10. In the Report List grid, look 
in the Prcs Instance field to 
locate the Process Instance 
number for your report. 
 
You noted that number on 
the Requisition Print page.   
 

11. Click on the Refresh button 
until the Status is Posted.  
After the report is Posted, the 
report description will 
become a hyperlink. 
 

 
 
 
 
 

The Administration page: 

 
The Report Name will become a 
hyperlink once the status is Posted.  
Use this hyperlink to view the report 
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What you do What happens 
12. Click on the report description hyperlink for the report. 

 
The report is opened in a new Internet Explorer/Adobe Viewer window. 
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What you do What happens 
13. 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. 
 
 

14. 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 . 
 

 


