
How to Print a Purchase Requisition 
 
 
Step 1:  Log in to your Purchasing responsibility. 
 
Step 2:  At the Navigator click on REPORTS. 
 

 
 
Step 3:  Select RUN. 
 
 

 
 
 
 
Step 4:  Select SINGLE REQUEST. 



 

 
 
 
Step 5:   Click on the List of Values. 
 

 
 
 
 
 
 
 
 
 
 
 
 



Step 6:  Type ‘Printed’ in front of the percent sign and click FIND. 
 

 
 
 
Step 7:  Select the report name ‘PRINTED REQUISITION REPORT’ and click OK. 

 
 

 
 
 
 
 
 
 



Step 8:    Enter the requisition number and Click OK. 
 

 
 
 
Step 9:  Click on the button ‘REFRESH DATA’ until the status is Complete/Normal. 
              Then Click on the ‘View Output’ button to view your requisition. 
 
 

 
 
Step 10:  On the toolbar click on FILE/PRINT to print the requisition. 
 

 
 



 

 


