
      
         

 

 

 

   

 

 

 
 

 
 

 

 
 

   

 

 

      
        

PROCUREMENT & SUPPORT SERVICES 

1600 Holloway Avenue, Corp. Yd 140 
San Francisco, CA 94132 

How to Print a Copy of Your Requisition after 
It’s Been Approved and Budget Checked 

1. Navigate to Requisitions Print page 
Main Menu (1)  Purchasing (2)  Requisitions (3)  Reports (4)  Print Requisitions (5) 

NEW RUN CONTROL: Add a New Value tab and name your ID as “PRINT_REQ” (6) then click 
ADD (7) 

EXISTING RUN CONTROL: Find an Existing Value tab, Click Search (8), then select your run 
control (9) 

THE CALIFORNIA STATE UNIVERSITY: Bakersfield, Channel Island, Chico, Dominguez Hills, East Bay, Fresno, Fullerton, Humboldt, Long Beach, Los Angeles, Maritime 
Academy, Monterey Bay, Northridge, Pomona, Sacramento, San Bernardino, San Diego, San Francisco, San Jose, San Luis Obispo, San Marcos, Sonoma, Stanislaus 



   
        

 

 
 

 

 
 

 
 

 

 

 

 

   
       

2. Print Requisition Page: 

Business Unit: SFCMP (1) 
Requisitions ID: the requisition number you want to print (2) 
Click Select All (3)   
Click Save (4) 
Click Run (5) 

3. Click OK (6) 

4. Click Process Monitor (7) 
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5. Click on Refresh (8) 
Run Status = Success (9) 
Distribution Status = Posted (10) 
Click on Details hyperlink (11) 

*Make sure the run status is SUCCESS (9) and Distribution Status is POSTED (10).  If both status isn’t 
SUCCESS AND POSTED, click on the Refresh (9) every 10-20 seconds until its success and posted 

6. Click on View Log/Trace hyperlink (12) 

7. Click on PDF (13) 
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