PeopleSoft Version 8.9: Requisitions The University of Akron

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:
a Yyour PeopleSoft ID
o 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 1D?

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 RegPrint8. You may use your old Run Control from
Version 7.5 to print requisitions in Version 8.
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PeopleSoft Version 8.9: Requisitions The University of Akron

What you do What happens
1. From the main menu, choose: The Purchasing menu is displayed.
Purchasing

Main Menu =

—_
@‘E’jj Purchasing

Manage requisitions, purchase orders, receipts, n:u:ulrau:ts, and relsted o
Requisitions
Create, maintain, reconcile or reviewy requistions information.
=] AddUpdate Requisitions
= Approve Smounts

I Feguizition Informstion
Feportz

2. Click the Reports link. The Add a New Value page is displayed.

3. Click the Print Requisition link. | Rrequistion print

/_Find an Bsting Value | Add a New Value

4. Click on the Add a New Value PS—
link or on the Add a New Value i
folder tab

Eind an Existing Yalue \ Add a New Value

5. Type a RunControl ID with a
maximum number of 16 Requistion Print
characters and no spaces.

[ Eind an Existing Value_}” Adda New Value

Run Control ID: |ReqPrimS\

For example, enter RegPrint8.

A

Eind an Existing Value | Add a Mew value
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PeopleSoft Version 8.9: Requisitions

The University of Akron

What you do What happens
6. Click on the Add button The Requisition Print page is displayed.
Add { et
Run Control ID: ReqPrintaa Eeport Manager  Process Monitor Run
Language: | English ~| & Specified  Recipient's
Business Unit: I—Q
Requistion: [ @ ;2:::;::: SelectAll
Erombes: ™ completed
Through Date: ™ open
T I a ™ Pending
[MoTonkas =]
7. Enter or verify information as { Roisiionpri |
fo”OWS Run Control ID: RegPrintag Report Manager Process bonitor R0n)
.. . . anguage:  |English  T| @ Specified ¢ Recipient's
Recipient’s radio button is i
act i Ve Business Unit: WQ
Business Unit: Akron o B P ot LEeeat |
e e . Tom Date: ¥ Completed
Requisition ID: Enter ID with Toougnome: [ go.)e.!
v Pendin:
lead zeros. Romere: | "
Statuses to Include Frame: OnFol3 AND ot onriod ]
Select All and select the option
On Hold AND Not On Hold e .

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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PeopleSoft Version 8.9: Requisitions The University of Akron

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: | The Find an Existing Value page displays.
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.

2. Inthe Run Control ID field, o
enter the I D that you Created, Er:;:;;l:;?m:?o?you have and tlick Search. Leave fields blank for a list of all values.
i.e., ReqPrintS. ‘( Find an Existing Value \( Add a Mew Value \

Run Control ID: [ begins with ¥ | [Reqprinta

O R I case Sensitive
C“Ck On the SearCh bUttOﬂ Search Clear | Basic Search [F] Save Search Criteria

Find an Existing value | Add a Mew Yalue

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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PeopleSoft Version 8.9: Requisitions The University of Akron

What you do

| What happens

3. The Requisition Print page displays.

/ Requisition Print

Run Control |D:REE:|F'rIntEEI Eeport Manager Process Manitor Run
Language: IEninsh 'I * Specified T Recipient's
Business Unit: IAKRON QL
- ¥ Approved
Requisition I0: IEIEIEIEIEISTM 3 Q Salect Al
¥ canceled —I
From Date: I B ¥ Completed
Through Date: | e ¥ Open
¥ Pendin
Requester: | aQ, 9
[On Hald AMD Mot On Hold =
Bl save | L\ Return to Search | +[ Previous in List Met in List E 2dd |
4. Enter or verify information / P
as fc_’HOWS: ) e b iy
Business Unit: Akron
Requisition ID: Enter ID i n sl P |
. y F cancelad -
with lead zero’s homowes [ w © caecs
Statuses to Include Frame: B
Select All and “On Hold EEm
AND Not On Hold”
Wsave | Suretanto sesrch | o previous muist | 97 ne ﬂ
5. Click on the Run button. The Process Scheduler Request page displays.
Process Scheduler Request
Serves Hame: ,ﬁj Fam Date: W £e
Hocurience: ! Fam Time: lll-'m'.'PM bt il Dl
Tima Zonat al
W Requitition Prirt SOR FORGOD OR Repor [wen = [For =] B
QK I Cancel
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PeopleSoft Version 8.9: Requisitions

The University of Akron

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.

Process Scheduler Request

Use I Waara

GETG =] e [052072000 &)

P Control I Reapeinti

Server Name:

Recurmence: [ T funtune:  [1UI0PR R Io Curinl DidheTirns

Tinne Zone: Ql

W Reuisiion Prin) BQR PORGOIN BOR Report v =] [For =]

0K I Carvel

7. Click on the OK button.

Note the Process Instance
number.

The Requisition Print page returns with the Process instance.

Requisit int
: Renor Manacer Ppfss tonitor 4N &
Run Control ID: RegPrintad Report Manager <
Language:  [En0ISn T @ Spacified © Recipient's Frocess Instance:207
Business Unit: BKRON C
- [ approved
Requisition ID: 0000037413 QL Select All
[ canceled —I
From Date: c ¥ Completed
Through Date: ] [ open
¥ Pendin,
Requester: | Q e
on Hold AND NotOnHold - =
B save | L\ Return to Search | 1[E] Prewious in List | Mext in List | B Actet

8. Click on the Report
Manager link.

The Report Manager component is displayed.

The List page is on top.

PeopleSoft.

(=13
[ Emlorer " List ion | Archives
Folder: =] nstance: to: _Retresn_ |
Name: | Created On: [ Bl vase[ i [Days <
e | Fi M First [ 101 [ Last

Piocess

Report Report Eolder Name Report ID Instance
1 Report

Go hack to Requistion Print

B zave

Esplorer | List| Administiation | Archives
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PeopleSoft Version 8.9: Requisitions

The University of Akron

What you do

What happens

9. Click on the Administration
folder tab.

The Administration page is displayed.

[ List ¥ Explorer Yy Y Archives |
UserD:  [ACGZ4SF Tyme: | Sliast [ 7[Dms =] Remesn |
Status: | =] Foder:| =] mstance: [ to: |
an) B First [y ora [ Last

Select Ir:)e port Pres

Description

Request

Instance DateTime
I~ 47780 68538  DeptBudget Summary-One Line ?Egng’ﬁff
B 47788 68537  DeptBudnet Detai ?ig”ﬁ;‘:’f
[© 47797 69636 DeotBuduet Summary L Fep
[ 47795 69635  DeptBusuetSummanOne Line 1 a0 0
[© 47795 6RG34  DantPudnstDatal O
[© 47781 A3A33  DantPuddetSummary Qerananes
[© 47782 B8A11  Requisiion Print SOR Rerananes
u 47616 69342 Requisition Print SGR ?Ezfég;ggff
I~ 47615 68330 Requisition Print SGR ?Eggggfﬂﬁ
"swcmu Deselect All

%lcn:k the delete bution to delete the selected report(s)

& Save

List| Exploter | Administration | Archives

Format Status Details

Acrobattspdf)  Posted Details

Acrobatthpdf)  Posted

Comma

delimited (+ ooy F0Sted

Actohat ("pd)  Posted

Acrobat (mpdf)  Posted

Comma

dalimited (- csvy | 0od

Acrobat ("pdf)  Posted

Acrobat (mpdf)  Posted

Acrobattspdf)  Posted Details

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:

List Expioter Adimanist arion Arthives
useri: | e | e [1[0as =] Retesh
stams: | =1 resder:| =] mstance: |

Rapon Pigs
Lt mstance

ATB15 B339 RNl

B B R @ " "R m = =

Slact As Denatacy

ATTE8 68638  QAC1 Bugget Sun

ATE16 60042\ Baguistio

Doty | e me auiens/fumon 1o delets me selected repoiie)

& Save

The Report Name will become a
hyperlink once the status is Posted.
Use this hyperlink to view the report

nistration | Aghiens

Fotmss Status  Detass
Acrobat ("pot)  Posted Defalls
Acrobul Cod)  Posted Ditalls

Comma

Posted [stalls
celimied ".cev) T

Acrobel "ol Posted Detlalls
Acrobat " pa  Posted [etails

o Posted Datalls
celimned esy)

Acrobal (" pon  Posted Cetalls

Acrobat oot Posted [etals

Acrobal *pdfi Posted  Dedalls
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PeopleSoft Version 8.9: Requisitions The University of Akron

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.

//boromir.uakron.edu/psreports/fs890bp3/179/PORQD10_207.PDF - Microsoft Internet Explorer

File Edt GoTo Favortes Help | o~
Q- © - 1 18 Gl oo Ol b= A B

Address @http:thmm\r‘uakn]n‘Eduipsr&purtsffsﬂgﬂhpiiﬂ1794’PORQDID72EI7‘PDF | Go |Lmks|@ -
[ Blseoaony = 55 @ @ sowen || ) Ihserst oy 1B~ 1 g @ o - @ (O[5 0. 2 fan- |

Departmental Purchase Requisition

Business Unit: AKRON APPROVED
; Req ID: Date Page
Ship To: Central Stores 0000037413 10/25/2006 1
185 East Mill Street Requester Currency
Akron OH 443250703 Instructor,Guzie Ush
Requester Signature
[Line-Schd _Hem Description Iifg ID Quantity UOM Price Extended Amt Due Date
1-1 XYZ computers 2.0000 EA 700.00 2,100.00 11/14/2008
Buyer: Radin Al
Vendor: 0000000003 Lakefront Lines Inc
Distribution:
10000/A4756002 (200704) Software Training Sves 2,100.00
Line Total: 2,100.00
21 software 2.0000 EA 120.00 240.00 11/14/2006
Buyer: Collins,Vicki
Vendor: 0000000003 Lakefront Lines Inc
Distribution:
10000/A4751001 (200700) Information Technology Svs 240.00
Line Total. 240.00
Total Requisition Amount: 2,240.00
o This item is ordered for Sara Wise
i Please deliver the item to LIB
£ Room number 528
g Zip+4
. Please call

x , with any questions.

@
t
T
=
£
&
<

AT R ere [O/H #H
oz T [okosmzone
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PeopleSoft Version 8.9: Requisitions The University of Akron

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 B save = copy
instead of printing if you
wish to conserve paper or
forward the requisition to
someone else on campus
(=

electronically
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