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Printing a Requisition - (Approved or Canceled Req.)

	1.  
	Begin by navigating to the Maintain Requisitions page.

Click the Purchasing link.

[image: image1.png][> Purchasing





	2.  
	Click the Requisitions link.
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	3.  
	Click the Reports link.
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	4.  
	Click the Print Requisition link.
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	5.  
	Click the Add a New Value tab.
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	6.  
	Give your report a name. After a run control has been created, you can click the Find an Existing Value tab to search for the previously-created run control.

When entering a name for the run control, do not use any spacing.

Enter the desired information into the Run Control ID field. Enter a valid value e.g. "PRINTREQ".

	7.  
	Click the Add button.
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	8.  
	Enter the desired information into the Business Unit field. Enter a valid value e.g. "PUR01".

	9.  
	Enter the desired information into the Requisition ID field. Enter a valid value e.g. "0000000101".

	10.  
	A Status must be selected or the requisition will not print.

You must select all statuses that you want included for each run control.

Click the Select All button.
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	11.  
	Click the Save button.
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	12.  
	Click the Run button.
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	13.  
	Click the OK button.
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	14.  
	Notice the Process Instance number. Record this number for later use.

Click the Report Manager link.
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	15.  
	Check the Status column to see if the print job has been Posted.

Clicking the Refresh button changes the status of the print job from N/A, Processing and Posted.
Click the Refresh button.

[image: image12.png]Refresh





	16.  
	Click the Report Description link.
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	17.  
	The Requisitioner will print the report, attach the hardcopy backup and send the paperwork to the Departmental Approver (if there is a hard copy to follow). 

Click the Print button.
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	18.  
	Click the OK button.
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	19.  
	The report will be sent to the printer.

Click the Close button.
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	20.  
	Click the Go back to Requisition Print link.
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	21.  
	Click Return to Search.
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	22.  
	When you are ready to print another requisition, click the Search button from the Find an Existing Value page, change the requisition ID, and proceed to run the report as previously shown.

Click the PRINTREQ link.
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	23.  
	Please note that this is the requisition ID of the previous report that was run.

You will need to change the requisition ID and other criteria if you would like to print a different requisition.

	24.  
	You have successfully completed printing a requisition using Report Manager.

Note: You are not running the process from Report Manager. You are only viewing the output of the report.

End of Procedure.
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