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Print a Requisition

This job aid provides the steps required for running the Requisition Print Report.

Note: This job aid demonstrates running the Requisition Print Report from the
Confirmation page, after submitting a requisition. This report may also be run from
the Manage Requisitions page (eProcurement = Manage Requisitions) by
clicking the Requisition Report link. The procedure is the same via both paths.

P

.@, After submitting a requisition, the Confirmation page appears:

eProcurement > Create Requisitions = Review & Submit 2 Confirmation

Step 1. Scroll to the bottom of the Confirmation page.

Edit Requisition

{\{iln)ew Printable Yersion Manadge Reguisitions Create Mew Reguisition

Step 2. (jick the View Printable Version link.

The Requisition Print page appears.

Requisition Print
Enter any infarmation you have and click Search. Leave fields blank for a list of all values.

Find an Existing Value || 1
| Add a New Value
Run Control ID:| begins with + ||
[Jcase Sensitive
Search | Clear | Basic Search Save Search Criteria

Find an Existing value | Add a New value
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Step 3

Step 4.

Click the [ 1 tab.

The Requisition Print (Add a New Value) page appears.

Requisition Print

Find an Existing %alue Add a New Value LRun Control ID

/

Run Control ID:

Add

Find an Existing Walue | Add a New Value

Note: The Requisition Print process need only be named the first time the process
is run. After the process has successfully run the first time, it will appear on the list
of available processes in the Find an Existing Value tab for future use.

Enter the Run Control ID.

Requisition Print

[ Y i aNow Value

Run Control ID: | RECQ_PRINT

Add

Find an Existing Value | Add a Mew value

Warning: When creating the Run Control ID, the name may not contain spaces.
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Step 5. .
P Click the — 239 button,
The Requisition Print Criteria Selection page appears.
-
, Run
Run Control I:REQ_PRINT|  Bsiness Unit ReportManager Process Monitor __FY1
Language: English 7 = s
Report Request P 1 e g
S Reaquisition ID Select All
Business Unit: Q —n=uses to Include ﬁ
Requisition ID: ) ggg:::l\:::: Selact Al j/%
Rt = [Jcompleted
Through Date: # [Jopen
Requester: [IPending
[ NOT On Hold v
B save | [=] Matify Ertdd | FUpdateDisplay
Step 6. Enter the Business Unit, if necessary.
h Note: The Business Unit for the Dartmouth campus is UMDAR.
Step 7. Enter the Requisition ID.
h Note: All Requisition ID numbers begin with the letter “R,” followed by a 9-
character number.

Step 8.
Click the button to include all requisition statuses.
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Step 9. Fun
Click the button to begin processing the request.

The Process Scheduler Request page appears.

Process Scheduler Request

User ID: stomasine Run Control ID: REQ_PRINT

Server Name: RunDate: 08092006 i
Recurrence: Run Time: | 205:59PM Resetio Current DatefTime |
Time Zone: Q

Select |Description Process Name Process Type
Requisition Print SQR FORGO10 SGR Report Wieh | | PDF w | Distribution

Ok Cancel |

Step 10.
Click the ok | button.

The Requisition Print Criteria Selection page reappears.

Process Monitor

_— B
Run Control ID: REQ_FRINT Process Instance Process Mohitor
Language: @ specified O Recipient's Process Instance:16001
Report Request Parameters
Business Unit: Q
Requisition ID: 0000000103 [“] approved —
[“Icanceled Q
From Date: & Completed
Through Date: Eﬂ 0|)en
Requester: | [#]Pending
[NOT on Hold v
B save | L Return to Search | +[E| Previous in List | +F | [=] matity | E‘+Add| |
l\\ Note: The Process Instance number is listed in the top right-hand corner of the
: page. The Process Instance number can help to identify the report in the Process

Monitor.
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Step 11. ¢jick the Process Monitor link.

The Process List appears with updates.

Process List

Refresh

View Process Request For

User ID: [stomasine Q. Type: I vlLast: |_1 |Days 'l Refresh

Server: I 'l Name: Q, Instance: | to |

Run I vl Distribution I vl ¥ Save On Refresh
Status: Status I” UM Flag

Process List Customize | Find | e 21 | B8 Run Status

— ] = —
Select |Instance |Seq. |Process Type Process User Run Date/Time Run Status Zaribution Details
Hame |Status

- 16018 SGR Report PORGOI0 stomasine 08/11/2006 12:43.:34PM EDT  Queued IMIA Details

Go back to Requisition Print

Bl save | [=] Motify |

Frocess List| Server List

Step 12.
Click the ﬂl button periodically until the Run Status = Success.

Process List

Select |Instance (Seq. |Process Type :_::If% User Mm Run Status

] 16016 SCR Report FORQO10 stormasine 081172006 12:43:34PM ED Success  MA Details
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Step 13. (jick the Details link for the appropriate report.

The Process Detail page appears.

Process Detail

Instance: 16016 Type: SR Repoart
Name: FORGO10 Description: Requisition Print SQR
Run Status: Success Distribution Status: Fosted

ko Wbuatepracess

Run Control ID: REG_FRINT " Hold Request

Began Process At:

Ended Process At:

0] 4 Cancel

Location: Server " Queue Request
r
Server: PSLIME Cancel Request
" Delete Request
Recurrence: " Restart Request
actions
Request Created On: 03/11/2006 12:43:44PM EDT Farameters Transfer
Run Amgtime After: 081172006 12:43:34PM EDT Message Log

02M1/2006 12:44:00PM EDT
021172006 12:44:.09PM EDT

Batch Timinogs w_ogﬂ'race
Wiew Log/Trace
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Step 14. Gjick the View Log/Trace link.

The View Log/Trace page appears.

Wiew LogiTrace

Report ID: 13157 Process Instance: 16016 Messadge Log
Name: FORGO10 Process Type: 5aR Report

Run Status: Success

Requisition Print SGR

Distribution Details

Distribution Mo Exzpiration Date: 091052006

File Size (bytes) Datetime Created

Messade Log 1,800 031 1/2006 12:44:09.000000FM EDT
porg010 16016 PDF 2918 08M1/2006 12:44:09.000000PM EDT
Trace File B3 081 1/2006 12:44:09.000000FM EDT

Distribute To

Distribution 1D Type *Distribution 1D

Uzaer stomasine

Return |

Step 15. Note the File List section of the page.

File Size (bytes) Datetime Created

Message Log 1,800 0871152006 12:44:09.000000PW EDT
porg010 16016.POF ] 2918 081172006 12:44:09.000000PM EDT

Trace File 63 031172006 12:44:09.000000FM EDT
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Step 16. jick the file link in the list that ends in “PDF” (it appears most often in the middle
row).

The Adobe Acrobat Reader program launches and opens in a new window.

40l x|
L

r

appsdevfin-inside.umassadmin.net/psreports/fstrng9,1315

Maximize

File Edt GoTo Fawaorites Help

.\_}Back - -\_‘_) - |ﬂ \g _h | /.__\l Search ‘-:,"':':(‘ Favarites QE‘ = L\._i E _J

Address I@ https:,l',l'appsdevfin-inside.umassadmin.netp’psrepﬂ Go | Links ¥ '@ = QSI'IEI';IIt ()

BoEaa[{oDbaEia (el - o[t

Step 17.

Step 18.

s Y- 22 =£Signv D ¥t
|
»
i Requisition =
g
= Eienes: Unr— UNARH
S . B Req I Date Fage
! ShipTo:  See detail below noooooniod 07/31 /3004 1
o Requesisr [T
= =11
k- Uh=s5 Contact Infarmaton
Grwan,Eus
/= 41375481082
i 3]
|5
E I:InE-S:m‘J H=m Descripiion ki I Cuandty LSO Price Extended Ami Cue Cats
=] 11 CAMNOH LOT301 FAX 1.2000 EA 1,157.00 1,157.00
= MACHNE
Disirin
L | Une Locadon GLUnt Amount Fund Dept Frogram Froject Class BudpetDal= Pct Qb S " b
1 GDAGSOMIE UMAMS TE3S00 23480 ADS08000C0 500 oTAN;CE 00 1 croll bar
Buyer. Green, Bue
Vencor: 000000051 IMIOM OFFICE SOLUTIONS J
Ship To:_Goodel Sidg Addin
B N T bl @ © | [0
|é Done ElUnknnwn Zone v
click (Bl to maximize the new window if it is not maximized.
Click the Print button to to print the requisition.
& https://appsdevfin-inside.umassadmin.net/psreports/fstrnB9/13157/porq010_16016.PDF _ Micrasolt INternet ERpIOreripraid _[B] ]
Fle Edt GoTo Favorites Help | "
ek - ) ~ \j \g _h /,_7 Search \j‘:{Favnrltes & | - j? = _J i
Address [{E] https:fappsdevfin-inside, umassadmin.net/psreports/fstrna3/13157/porq010_1 6016, FOF = B |Lwnks > @« & snaok
== (IJ 1§50 search || Q";' > serect @\v Lk e |113% - @ ||3‘v P - B ‘Elswgnv Pwr
>
" il
E, =
= Requisition
Print button
Business Unit. UMAMH
) ) Req D Date Page
Ship To:  See detail below 0000000103 07/31/2006 1
Requester Currency
UzD
UMass Contact Information
Green, Sus ||
413/545-1092
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A Print dialog box will appear.

Pt 21 x|
 Printer
T .. zabe N Procurement Canon iF5000 Froperties |
Statuz:  FReady Comments and Forms:
Type: Canon iIR5000-6000 PCLE IDDcument j
I
 Print Range — Preview
e A E a5 y
" Cument view —
£ Curert page e

" Pages from: I'I b I'I

Subset:lf-\ll pages in range j " | Beverse pages

— Page Handling
Copies: I'I 3: ¥ Collate 11

Fage Scaling: I Fit to Printer Marging ﬂ

v Auto-Fotate and Center

[~ Choose Paper Source by PDF page size

als

[~ Prirt ta file
[ Prirk color as black

Units: Inches Zoom: 965

141 1) [

Prirting Tipsl Advanced I Ok, I Cancel

Note: Print dialog boxes may vary.
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Step 19
Click the button to print the requisition.
Requisition
Business Unit UMAMH
2 Req ID: Date Page
Ship To:  See detail below _0¢ ¢ 1
Requester Currency
UsD
UMass Contact Informalion
th, M
Line-Schd _item Description Mfg ID Cuantity UOM Price Extended Amt Due Date |
1-1 ZEISS DEMO 0o EA
EQUIPMENT-AXICVIS
ION SOFTWARE,
4101 300200000000
A4 BASIC
SOFTWARE
Distrib
Line Location GL Unlt Account Fund Dept Program Project Class Budget Dale Pct Amount
1 WHID00000 UMAMH 740820 23440 ADS0200000 001 08/07/2006 49 0 4000.00
2 WHIO000000 UMAMH 740820 23505 AD10300000 BO3 SATTTO000000277 D8/07/2006 51 1 4192.00
Buryer slomasine
Wendor: 0000000053 CARL ZEISS INC
Ship To:  USA
Line Total: B.152. 00
21 ZEISS 1.0000 EA 2,880
0000001222047000
AV4 MOD INSIDE 4D
Distrib
Line Location GL Unit  Account Fund Dept Program Project Class Budget Date Pct Gty  Amount
1 WHIO000000 UMAMH 740850 23440 ADS0800000 001 08/07/2006 100 1 2880.00
Buyer: stomasine
Vendor: 0000000053 CARL ZEISS INC
Ship To: USA
Line Total:

Total Requisition Amount: 11

EQUIPMENT WILL BE ON TRIAL THROUGH 12/31/06

Approval Signature Approval Signature [ Approval Signature
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