PeopleSoft Version 8.9: Requisitions

The University of Akron

Chapter 4 . Printing a Requisition

Method 1: Printing a Requisition from the Requisition Page

You can print a requisition right after you save it by using the View Printable Version link in
the lower left corner of the Requisition page. You can print the requisition from this page

anytime before the requisition has been approved. After a requisition has been approved, 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 Maintain
Requisition, Requisition page.

OR

From the menu, chose:
Purchasing

Click the Add/Update Requisitions link
from the menu.

Use the Find an Existing Value page to
locate the requisition.
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What you do | What happens
2. The Requisition page displays.

Maintain Requisitions

Requisition
Business Unit:  AKROR Status: Approved X
Requisition ID: 0000037413 Budget Status: Mot chkd 05
I Hold From Further Processing
=
‘Requester: TRAINO1 @ Instructor Suzie Reguisition Defaults
Edit Comments
. L : Reguester Info O Drments
Requisition Date: | 102512008 & Requisition Activities
Origin: oML QL Online Input Document Status
*Currency Code: |50 Dallar
; Total Amount: 2,340.00 USD
Accounting Date; |10/26/2006 [+
Purchasing kit Catalog Line: Q To: C, Retrieve |
ltern Search Requester lterns

Details Ship To/Due Date N endor Information N ttem Information N Aftributes N Contract N Sourcing Cortrols
ine em Description Quantity *UOM Category Price Amount Status

1R a gzmmp“mrs S [zoooo [Ea | Q@ [comew O [ronooooo | 2,100.00 Approved o fE E E

2B | Q é”ﬁwa"a = 2 [zoooo | [Ea” @ [comPs @ [rzo.ooooo 240.00 Approved CuEEEE

‘Gato: [-more H

4 Refresh | B Add UptlateDisplay

View Printahle Version

4=+, Return Y Search

3. Click the View Printable Version link. You may receive the following message.
Click “Yes” to save the requisition.

This link is in the lower left corner of the
page.

dand printad. ITyou choose Mo,
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What you do | What happens

4. A separate window will open - do NOT close this window.

2} SQR Report - PORQO10 - Microsoft Internet Explorer 10l =|

Fle Edit ‘Wiew Fawvorites Tools  Help | -:f

eBack - \-) e \j @ ;b ;) Search \i\\?Favorites ﬁ‘}| [_'\’v

Address I@ http: ffboromir, uakron, edufpscFs890b)

»

Processing
Process Name: PORGOI0D Requisition Print 3QR
Process Instance: 244 Process Type: SQR Report

ks

|@ Opening page http: /{baramir.cc.uakron.e ’_ l_ l_ l_ ’_ q Lacal intranet i

NOTE: It may take up to 30 seconds for this screen to appear — please be
patient and do not click the View Printable Version link a second time.

5. If the screen shown in Step 4 above does not appear after 30 seconds look under the

address line of your browser and see if the message “Pop-up blocked” is displayed. If this

occurs, follow the steps outlined in the next section, Allowing Pop-ups.

i

eﬁack 2 \q_/l \ﬂ @ :j j.__xj Search “Ei:(’ Favorikes ﬁ‘t

Addres TTIoaranir. us o e — -
Pop-up blocked, To see this pop-up or additional options click here. ..

eople
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What you do | What happens

6. Once the process is complete the Requisition will automatically open in a new Internet
Explorer/Adobe Viewer window.

3 http:/ 'boromir.uakron.edu;/psreports /fs890bp3,293, ;Iglil
File Edt GoTo  Favorkes  Help ‘ :,"
OBack - J E |_L| |EL| _;\] | /..-jSearch \:7:\'\/ Favorites ‘3 & “f— — _J ﬁ ‘3
A .FOF B ks | -
I = [8] 7 e |;®\v 3 ey ® o - @ ‘ DO~ |E B @ - 2 ‘ A~ | ':r‘
w >
g Departmental Purchase Requisition |
N Business Unit: AKREON APPROVED
Reg ID: ate Page
Ship To:  Central Stores 0000027414 10/25/2006 1
185 East Mill Street Requester Currency
Akron OH 44325-0703 Instructer.Cuzie hijsis]
Reguester Signature
Line-Schd Item Description Mig 1D Quantity UOM Price Extended Amt Dug Date
L 1-1 KYE 2.0000 EA 550.00 1,100, 00 10/31/2006
Buysr: Radin, Al
'-‘-'endor_: DDPDD::!!Q Keone Inc/Montgomery Kone
E P 51[6'?3})‘1’0;1.?58332 {200704) Software Training Svcs £50.00
£ 10000/44701001 (200100) Board of Trustess 550.00
2 Line Total: _ 1,100.00
kS
7’ Total Requisition Amount: 1,100.00
£
2 i -
= | 4 Lof1 Pl © © =
Done l_ ’_l_ l_ l_ % J Unknown Zone A
7. 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.
8. You may opt to save the document
Save a Copy e . .
A instead of printing if you
wish to conserve paper or forward the
requisition to someone else on campus
electronically “— .
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Allowing Pop-Ups

The following instructions are provided to enable pop-ups from The University of Akron web
sites.

What you do What happens

1. From within Internet Explorer, select Tools - | The Internet Options page is displayed.

Internet Options.
| BE]
Gereral | Security | Privacy | Content | Connections | Programs | Advanced
Home page
% “You cah change which page to uze for your home page.
Address: hitkp:f fvviv, uakron,edu/

[ Use Current ] [ Use Detfault ] [ Use Blank

Temparary Internet files

y  Pages you view on the Internet are stored in a special folder
Y for quick wiewing later.

[Delele Cookies...] [Dalele Files.. ] [ Settings. .

Histary

The History folder contains links to pages you've visited, for
quick access ta 1ecently viewed pages

Days to keep pages in history: 20 % || Clear Histary

[ Colars... ] [ Fonts... ] [ Languages. . ] [Accessihility..]

2. Click the Privacy tab. The Privacy settings are displayed:
2 x|

General | Secuity| Privacy | Content | Connections | Programs | &dvanced

Settings
o Move the slider to select a privacy setting for the Intemet

=@ zohe

Medium

- Blocks third-party cookies that da not have a compact

privacy policy

- Blocks third-party cookies that use personally identifiable %
L information without your implicit consent

- Restricts first-party cookies that use personally identifiable:

infarmation without implicit consent

l Sites. H Import. ][Advan:ed ]

Pop-up Blocker
Prevent most pop-up windows from appearing.

Block pop-ups Settings...
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What you do | What happens

3. Click the Settings button located at the bottom of the screen. The Pop-Up Blocker Settings
page is displayed.

Pop-up Blocker Settings E|
Exceptions
Pop-ups are curently blocked. Y'ou can allow pop-ups fram specific
‘Wb sites by adding the site to the list below.
Address of Web site to allaw:
| | [
Allowed sites:
*uanet.edu Femove
Femaove &l
Motifications and Filter Level
Play a sound when a pop-up is blocked.
Show Infarmation Bar when a pop-up is blocked.
Filter Level
[ Medium: Block most automatic poprups v|
Pop-up Blocker FAQ

4. Type the following under “Address of Web site to allow:” uakron.edu
5. Click the Add button.

Pop-up Blocker Settings ‘X|
Exceptions

Fop-ups are currently blacked. You can allow pop-ups from specific
“webh sites by adding the site to the list below.

dress of \Web site bo alld /\
uakram, edu ) q ’ Add ]
Allowed shes: \/

* uanet.edu

N

Fiemowve

Remove Al

Muatifications and Filker Leswel
Play a sound when a pop-up iz blocked.
Show Information Bar when a pop-up iz blocked.

Filter Lewvel:

| Mediurn: Black mast automatic pop-ups

Pop-up Blocker FAQ
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What you do | What happens

6. Under “Allowed sites” you should see *.uakron.edu. Make sure there is a check in the box
for “Show Information Bar when a pop-up is blocked”.

7. Click the Close button.
8. Click OK.

Pop-up Blocker Settings

Exceptions

“wieb zites by adding the site to the list below.

Address of Web zite to allow:

FPop-ups are currently blocked. *ou can allow pop-upsz from zpecific

%]

| fdd
(C | *uakronedu ) Bemayve
Remowve Al
Matifications and Filker Level
[+] Play 2 sousd-svetmarprap-re-
Show Infarmation Bar when a pop-up iz blocked.
Filter Lewel
| M edium: Block most automatic pop-ups w |

Pop-up Blocker FAL

Cloze
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