PROCUREMENT & SUPPORT SERVICES
SAN FRANCISCO 1600 Holloway Avenue, Corp. Yd 140

San Francisco, CA 94132

STATE UNIVERSITY

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)

Favorites - | Main Menu~ > Purchasing - » Requisitions - » Reports - » Print Requisition

ORACLE T %U = | Search | T T | Adval

Requisition Print
4
Find an Existing Value Add a New Value

&
Run Control ID: PRINT _REQ K

add | dp— 7

Find an Existing Value | Add a New Value

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

Requisition Print

Enter any information you have and click S

Find an Existing Value Add a New V'

= Search Criteria

Run Control ID: | begins with v

Case Sensitive 8

Search Clear |Basic Search E

Search Results

View All Firstlﬂ 4ot 4 [ Last
Run Control ID

Dispatch_PO

PRINT_REQ e 9
FS_PO_DISPATCH_DEFAULT
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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)
Print Requisition 5
Run Control ID PRINT_REC Report Manager Process Maonitor Run

Language | English ¥ | [®} specified Language ' Recipient's Language

Report Request Parameters

1
Business Unit SFCMP Qr 2 Statuses to Include
Requisition ID 1201401234 O\f‘- ¥ Approved Select All
[« C led
From Date E1 ance
1 Completed
Through Date ] | Open
] i
Requester ') * Pending
4 5
[ NOT ©n Hold v |
B Save &L Return to Search +E] Previous in List +E MNextin List [=] Motify Es Add Updat
3. Click OK (6)
Process Scheduler Request
UserID: 75904588352 Run Control ID: PRINT_RECQ
Server Name: v Run Date: 06/25/2015 Eﬂ
Recurrence: A Run Time: 3:35:44FPM Resetto Current Date/Time
Time Zone: (&'}
Process List
Select Description Process Name Process Type *Type *Format Distribution
Il Requisition Print SQR PORQO10 SOR Report Web v | | PDF ¥ | Distribution
&
OK Cancel
4. Click Process Monitor (7)
Print Requisition -
Run Control ID PRINT_REQ Report Manager Frocess Monitor | Run

Language | English ¥ | ® gpecified Language ' Recipient's Language  Process Instance: 7988980

Report Request Parameters

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



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

Process List || Server List 8
View Process Request For \

UserID[75904588352 |@,  Type | v |[Last v 60 [Days  v| ~ Refresh
Server| *|  Name & Instance to @
Run Statusg_ Al Distribution Status | ¥ | ¥ save On Refresh 9

/ 11
Process List Personalize | Find | View Al | 2 | £ irst [ 15 s O 1 ast
Select Instance Seq. Process Type Process Name User Run Date/Time Run Stat [Sjti::[lis " Details
7988980 SQR Report PORQOD10 75004588352 06/25/2015 3:35:44PM PDT Success  Posted Details
7988974 SOR Report PORQO1D 75904588352 06/25/2015 2:49:16PM PDT Success Posted Details
7988973 SOR Report PORQO1D 75904588352 06/25/2015 2:37:53PM PDT Success Posted Details
7988956 Application Engine PO_POCREATE 75904588352 06/24/2015 2:56:18PM PDT Success Posted Details
7988943 Application Engine PO_PQCALC 75904588352 06/23/2015 2:30:39PM PDT Success Posted Details
Go back to Requisifion Print
B Save | |[Z] Maotify
Process List | Server List
6. Click on View Log/Trace hyperlink (12)
Date/Time Actions
Request Created On 06/25/2015 3:36:38FPM PDT Farameters:
Run Anytime After 06/25/2015 3:35:44PM PDT Meszage Log
Began Process At 06/252015 3:37:03FPM PDT Batch Timings
Ended Process At 06/252015 3:3717FM PDT iew Log/Trace
) =
7. Click on PDF (13)
File List
Mame File Size (bytes) Datetime Created
SOR_PORCO010_7988980.1og 1,657 06252015 337AT579281PM PDT
porg010_7V988950.PDF ‘.._ 13 4.901 06252015 337AT7.579281PM PDT
porg010_7988980 out 70 06252015 337ATATO281PM PDT
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Distribution .. . . :
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