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How to Print a Requisition
I This job aid shows you how to run the Requisition Print Report from the
niro Confirmation page.

You may also run it from the bottom of the Manage Requisitions page (path:
eProcurement/Manage Requisitions) by clicking on the [ Reauisition Report [link. The
steps are the same for both.

Step 1. | Log into the e*mpac Application with your Username and Password.

,@_ Navigate to the following path:

eProcurement =2 Create Requisitions = Review & Submit 2 Confirmation

Scroll to the bottom of the Confirmation page to view/print a copy of the requisition.

Edit Requisition

{\Eln}aw Printable Wersion Manage Reguisitions Create Mew Reguisition

Step 2. Click 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

Run Control ID:| begins with + ||

[Jcase Sensitive

Search | Clear | Basic Search Save Search Criteria

Find an Existing Yalue | Add 3 Mew Yalue

Step 3.
P Click the { ] Tab.
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The Print Requisition, Add a New Value page appears.

Requisition Print

Run Control ID

N
=

Find an Existing Yalue Add a New Value

Run Control ID:|

Add

Find an Existing Yalue | Add a New Value

h Note: The Requisition Print process need only be named the 1% time the process
' is run. After the process has successfully run the first time, it will appear on your list
of available processes in the Find an Existing Value tab for future use.

Step 4. Enter the Run Control ID.

Requisition Print

Find an Existing Walue Add a Hew Yalue

Run Control 1D: |REQ_F‘RINT
Add

Find an Existing Value | Add a Mew value

v Warning: When entering the Run Control ID, remember you cannot use spaces in
the name.
Step 5. . Add
P Click the button.
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The named Requisition Print Criteria Selection page appears.
R ——
~ Run
R ~
Run Control ID: REQ_PRINT ReportManager Process Monitor un
Language: © Speciffed O Recii
Report Request Parameters Requisition ID
T Select All
Requisition ID: Q L approved Select All =T
[Jcanceled
From Date: 0 [Jcompleted
Through Date: Eﬂ | Open
Requester: | [Ipending
[ NOT On Hold v
B save | [=] Matify Ertdd | FUpdateDisplay
Step 6. . . .
P Place your cursor in the Requisition ID field.
Step 7.

Type in the Requisition ID.

Note: All requisition numbers start with the letter “R” followed by a 9 character
number.

Step 8.
. Select All . I .
Click the button to include all requisition statuses in the process.
Step 9. Bun
Click the button to run the process.
The Process Scheduler Request page appears.
Process Scheduler Request Server Name
User ID: stomasine m Control D REG_PRINT
Server Name: Run Date: 08/09/2008 El
Recurrence: RunTime: | 2:05:59PM Resetto Current DatefTime |
Time Zone: S
Requisition Print SQR PORQOTD SQR Report [wew ~|[PDF | Distribution
Step 10. ﬂ
Click the Server Name drop-down icon ().
Step 11.

Select PSUNX from the list.
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Process Scheduler Request

User ID: stomasine Run Control ID: REG_PRINT

ki

Server Name:

Recurrence: Resetto Current DateiTime |

Time Zone:
Process List

FS

FITRACE k —
Select |Description Process Name Process Type ‘Type *Format Distribution
Requisition Print SR FORGO10 SER Report ek || PDF ~ | Distribution

OK
Ok Cancel

Step 12.
Click the L button.

The Requisition Print Criteria Selection page reappears. \7Process Monitor

Process Instance =
Run Control ID: REQ_PRINT T —=mlaner Piniess Montoy fRun
Language: |English v | @ Specified O Recipient's Pracess Instance:1 6001
Business Unit: Q
Requisition ID: (0000000103 | Q, [ Approved SelectAl
— [¥Icanceled
REmEAEE & Completed
Through Date: Eﬂ Open
Requester: | [“]Pending
[NOT On Hold v
E[ISave| £\ Return to Search| +[E| Previous in Lis‘t| +F | EINDtify| E‘+Add| |
I\‘ Note: The Process Instance number is listed in the top-right corner of the page. In
' this exercise, we will complete the process so this number is not needed. If, for

some reason, you were unable to complete the process and needed to run it later,
then the Process Instance number would be helpful to identify and complete the
process.

Step 13, click the Process Monitor link.
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The Process List appears with updates.

Process List er Lis |

Refresh button

\iew Process Request For

User ID: tormasine  C Type: I 'lLast: 1 |Days vl Refresh

Server: IPSUNX | Hame: C Instance: | to | Run Status
I I Distribution I I Vs On Refresh
Status Status I” umFiag ave On Refres

- 16016 SGR Report PORGO10 stomasine 08(11/2006 12:43:34PM EDT  Queued RIS Details

Go hackto Reguisition Print

B Save | [=] Matify |

Process List| Server List

Step 14. . Refresh | L .
Click the button periodically until the Run Status = Success.
Updated Process List screen with the Run Status = Success.
Select Instance’r Process Type :;::ss User rm
] 16016 SGR Report FORGQO10 stomasine 081172006 12:43:34FM ED Success  MA Details
Step 15. Click on the Details link.
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The Process Details page appears.

Process Detail
Instance: 16016 Type: SQR Report
Name: FORGO10 Description: Requisition Frint S0R
Run Status: Success Distribution Status: Fosted

Rn ——— Wupdato Process
Run Control ID: REGQ_FRINT " Hold Request
Location: Server " Queue Request

r'
Server: PSR Cancel Request
" Delete Request

Recurrence: © Restart Request

actions |
Request Created On: 03/11/2006 12:43:44PM EDT Parameters Transfer
Run Amgtime After: 0811172006 12:43:34PM EDT Message Log
Began Process At:  03/M11/2006 12:44:00PM EDT Batch Timinogs %Logﬂ'race
Ended Process At:  08/11/2006 12:44:09FM EDT Wiew Lo/ Trace

0]54 Cancel
Step 16. Click the View Log/Trace link.
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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 SQR

Distribution Details

Distribution Nod Expiration Date: 0951 072006

File Size (bytes) Datetime Created

Messadge Log 1,800 081172006 12:44:09.000000PM EDT
porgd10 16016.PDF 2918 081172006 12:44:09.000000PM EDT
Trace File B3 0851172006 12:44:09.000000PM ECT

Distribute To

Distribution 1D Type *Distribution 1D

Lzer stamasine

Return |

Step 17.| Note the File List section of the page.

File Size (bytes) Datetime Created

Message Log 1,800 021172006 12:44:09.000000FM EDT
porg010 16016.PDF — 2918 021172006 12:44:09.000000FM EDT
Trace File 63 031172006 12:44:09.000000FM EDOT

Step 18. Click the file link in the list that ends in “PDF” (default, it appears most often in the

middle row).

\\zabel\users\administrative systems\Justin Woo\Projects\Administrative
Systems\files\jobaids\epro_how_to_print_a_requisition_vil.doc



=

UMASS.

University of Massachusetts

e+*mpac
Entorprise Managoment and Porformance
Throwgh Adminisrative Computing

Amherst * Boston * Dartmouth * Lowell * President’s Office * Worcester

The Adobe Acrobat Reader program will launch and open in a new window.

/ / appsdevfin-inside.umassadmin.net,/psreports/fsten89, 1315

Maximize

File Edit GoTo Faworites Help

¥

BEIR

\_) Back - -\_;,l - Iﬂ @ _h | /.__\] Search “Hf:(‘ Favorites Q‘E

& - |@Snaglt (B

Address I:ﬁ:[ https:,l',l'appsu:levfin-inside.umassadmin.netll'psrepj E0 | Links **

s o

B==@alodaia ldel= o

RSNV
|
»
o Requisition =~
e
-]
-8
s Req L Diiz Page
= ShipTe:  See detail below oooonooioa 07/31 /3004 1 J
% Reguesier CurreEncy
= =11
=1 I:IM:!S-:a'Izr.tlnmnnm:n
.V/E ;u.-‘;;.:-mn:
I _E
|5
E |=I||E-S:m1 H=m Descripiion kg IT Cruanity LS Price Extended Ami Cue Cais
g 1-1 CANON LCT30I FAX 1.%000 EA 1,157.00 1,157.00
- Disirio MamnE
= T CoamaGaas naue Te Taeen adedsose E o Siiee @ 1 Scroll bar
Buyer. Green, Sue
vencor  Q0CCCDOOS1 KON OFFICE BOLUTIONS
1 Ship To:  Goodsl Sidg Addin _I
&= 4 4 Lof1 Lu|'0 _'.,| ||_|
||% Done ElUnknuwn Fone o
Step 19.| ... - . . -
P Click the (3 (Maximize) button to maximize the new window if it is not maximized.
Step 20. . . .
Scroll down to view the Approval Signature fields at the bottom of the page.
Step 21.| L. . . "
P Click the Print button to to print a requisition.
5 https://appsdevfin-inside.umassadmin.net/psreports/fstrn89/13157/porq010_16016.PDF - Microsoft INternet EXplorer provid NEES
Fle Edt GoTo Favorites Help | "
ek - ) ~ \j \g _h /,_7 Search \,j':_(Favnntes & | - “71 = _J i
Address [{E] https:fappsdevfin-inside, umassadmin.net/psreports/fstrna3/13157/porq010_1 6016, FOF = B |Lwnks > @« & snaok
%ESaVEaCUpyi‘E Q 5 search %,T':‘Ibsalem @"@%' H E @ |113% - @ ||3‘v P - B Elswgnv Y!|
: 5
& Requisition
Print button
Business Unit. UMAMH
) Req D Date Page
Ship To:  See detail below 0000000103 07/31/2006 1
Requester Currency
[
UMass Contact Information
Green, Sue |
413/545-1092
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A Printer Dialog Box will appear.
Print 21 x|
r~ Frinter
Mare: Szabel\Procurement Canon iB5000 Froperties |
Status:  Ready Comments and Forms:
Type: Canon iR5000-5000 PCLE IDocument j
I
— Print Range  Preview
Al E 85 |
© Cument view —
£ Curent page e ————
e ]
" Pages fn:um:l'l o |1 =
Suh&et:lf-\ll pages in range j " | Beverse pages
— Page Handling
Copies: I'I 3: ¥ Collate 11
Fage Scaling: IFit to Printer Marging j
v Auto-Fiotate and Center
[~ Choose Paper Source by PDF page size
[ I I ]
' S
I Piint to il Units: [nches Zoom: 96%
[~ Prirt color as black
141 (1) [
Frinting Tipsl Advanced I Ok I Cancel
h Note: Print Dialog Boxes will vary.
Step 22
Click the button to print the Requsition.
A printed example appears on the next page.
\\zabel\users\administrative systems\Justin Woo\Projects\Administrative 9

Systems\files\jobaids\epro_how_to_print_a_requisition_vl.doc



wP4d University of Massachusetts

Amherst * Boston * Dartmouth * Lowell * President’s Office * Worcester

UMASS.

Ente

Requisition

[ Business Unit: UMANMH
Req ID: Date

Ship To:  See detail below

Page

1

MigiD_

EQUIPMENT-AXIOVIS
ION SOF TWARE,
4101300200000000
AV4 BASIC
SOFTWARE

Distrib

1 WHID000000 UMAMH 740850 23440 ADS0300000 001 08/07/2006
2 WHID000000 UMAMH 740850 23505 A010300000 BO3 SATTT0000000277 08/07/2006

w e

Buyer: slomasine
endor: 0000000053 CARL ZEISS INC
Ship To: USA

Line Total: 8,1
21 ZEISS

0000001222047000
A\4 MOD INSIDE 4D

Distrib
1 WHIDD00000 UMAMH 740820 23440 ADS0200000 001 08/07/2006 100 1
Buyer:  slomasine

Vendor: 0000000053 CARL ZEISSINC
Ship To:  USA

EQUIPMENT WILL BE ON TRIAL THROUGH 12/31/06

Approval Signature | Approval Signature | Approval Signature

1-1 ZEISS DEMO 1.0000 EA 8,192.0¢ 8,192, 00

Line Location GL Unit Account Fund Dept Program Project Class Budget Dale Pct Ciy
0
1

Line Location GL Unit Account Fund Dept Program Project Class Budget Date Pct Oty

Currency

usD

Amount
4000.00
4152.00

Amount
2880.00

Line Total: 2.8 [l

Total Requisition Amount: 11

End of Job Aid
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Last Edited By Kristina England
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