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How to Print a Requisition 

 
This job aid shows you how to run the Requisition Print Report from the 
Confirmation page.  
 
You may also run it from the bottom of the Manage Requisitions page (path: 
eProcurement/Manage Requisitions) by clicking on the  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  Create Requisitions  Review & Submit  Confirmation 

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

Step 2. Click the View Printable Version link. 
 
The Requisition Print page appears. 
 

Step 3. 
Click the  Tab. 
 
 

Add a New Value
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The Print Requisition, Add a New Value page appears. 
 

 
Note:  The Requisition Print process need only be named the 1st 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. 
 

 
Warning:  When entering the Run Control ID, remember you cannot use spaces in 
the name. 

Step 5. Click the  button. 
 
 

Run Control ID 
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The named Requisition Print Criteria Selection page appears. 
 

Run

Step 6. 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. 
Click the  button to include all requisition statuses in the process. 

Step 9. 
Click the  button to run the process. 
 
The Process Scheduler Request page appears. 
 

Step 10. 
Click the Server Name drop-down icon ( ). 

Step 11. Select PSUNX from the list. 
 

Server Name

Select All
Requisition ID
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Step 12. 
Click the  button. 
 
The Requisition Print Criteria Selection page reappears. 
 

 
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. 
 
 

Process Monitor

Process Instance

OK 

PSUNX
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 The Process List appears with updates. 
 

Step 14. 
Click the  button periodically until the Run Status = Success. 
 
Updated Process List screen with the Run Status = Success. 
 

Step 15. Click on the Details link. 
 
 

Details

Success

Refresh button

Run Status
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The Process Details page appears. 
 

Step 16. Click the View Log/Trace link. 
 

View Log/Trace
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The View Log/Trace page appears. 
 

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

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

PDF File

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

Step 19. Click the  (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. Click the Print button to to print a requisition. 
 

Print button

Scroll bar

Maximize 
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A Printer Dialog Box will appear. 
 

 
Note:  Print Dialog Boxes will vary. 

Step 22. 
Click the  button to print the Requsition. 

 A printed example appears on the next page. 
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 End of Job Aid 
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