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Updates to Requisitions 
Version 8.9 

 
1. The menu navigation has been streamlined.  From the main menu select 

Purchasing.  The screen below will appear.  To add/update/view a requisition 
click the Add/Update Requisitions link. 
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2. The Requisition page layout has been modified slightly.   
a. There are no tab labels on the page (previously there were tabs labeled 

Form and Schedule).  
b. The fields at the top of the page are in a slightly different order. 
c. The Line Comments, Line Defaults, and Schedule links are no longer at 

the bottom of the page.  Instead, icons replace the links and appear on the 
same line as the line item.  The table below summarizes the new icons. 

 
Previous version 

8.0 
New version 

8.9 
Line comments 

 
Line Defaults  
Schedule  

  
d. The Header Defaults link has been renamed to Requisition Defaults and 

is now in the center of the page rather than the bottom. 
e. The Requisition Comments link has been renamed to Add Comments 

and is now in the center of the page rather than the bottom. 
f. The Ship To field has been removed from the Requisition page (now 

appears on the Requisition Defaults page). 
g. An Amount field appears for each line item and is automatically 

calculated as the price per item * quantity. Click the Refresh button to 
update this field.  Note:  This field is updated automatically – no data 
entry is permitted.   

 

 

New icons for: Line 
Comments, Line Defaults, and 
Schedule. 

New Amount 
field 

Requisition Defaults 
(formerly Header Defaults) 
and Add Comments 
(formerly Requisition 
Comments) links appear in 
the center of the page 

New print method 
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3. The Category lookup has been enhanced to add the Account to the lookup.  This 
should assist with the appropriate selection of the category. 

 

                         
 
 

4. The printing of a requisition has been slightly modified in order to decrease the 
number of steps required.   

a. Simply click the “View Printable Version” link located on the lower left 
corner of the Requisition. 

b. You may be prompted to save the document – click “Yes”. 
c.  A separate window will open displaying the status of the print process – 

do NOT close this window.   
d. Once the process is complete the Requisition will open in a new Internet 

Explorer/Adobe window.   
 
 

Account field added to 
the category lookup  
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5. The Requisition Defaults (formerly Header Defaults) page layout has been 
modified slightly: 

a. The fields at the top of the page are in a slightly different order. 
b. The process for entering data on this page remains unchanged – the only 

fields any data will be entered in are the Vendor, Due Date, and Speed 
Chart. 
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6. The Standard Comment link has been renamed to Copy Standard Comments.  
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7. A file can be attached to the requisition by clicking the Attach button on the 
Header Comments page.   

 
 

                     
 

a. You will then need to click the Browse button to locate the file and click 
the Upload button.   

                   
 

b. You should see the filename listed next to the Attachment 
heading. Do NOT click the Email box as this function is not 
being used at the present time. 

 
c. You may delete the attachment up until the requisition is approved.  

Should you need to modify the attachment, delete the attachment 
and then make your changes to the file and re-upload the 
document.    

 

 
 
. 

 
Once approved, you will be unable to make any changes to the 

attachment.
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8. If entering a Type 2 Requisition – One Vendor, Multiple SpeedCharts per Line  
Item, the Distribution link has been replaced by a Distribution  icon .     

 

 
 

9. The Requisition and Requisition Defaults pages may be modified to change the 
tab order of the fields on the page. 

a. Click the Customize Page link in the upper right corner of the page. 
b. Click the  button.  This removes the tab order from 

all the fields on the page. 
c. Click the “X” for a field to include that field in the tabbing sequence – 

click the fields in the order you wish to tab to them.   
d. Refer to Appendix D of the revised “Requisitions Manual” for detailed 

instructions.   
 
 
 

For complete training documentation and tutorials visit the Software Training 
Services web site at: 
 

http://www.uakron.edu/its/learning/training/PSoft8Fin.php 
 
If you have questions, please send them to: 

mailto:pstrain@uakron.edu 

http://www.uakron.edu/its/learning/training/PSoft8Fin.php
mailto:pstrain@uakron.edu?subject=Requisitions%20V89

