How to print out completed Requisitions
1. Go to Reports, Transfers and Requisitions and select “Requisitions”
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2. Select “Print from internal requisitions”
Requisition - FOOD-TRAKE Reports

selecttype of requisition form to print.

{+  Frint from internal requisitions

{ Print from outgoing external requisitions
{ Frint from incoming extemal requisitions

{ Print blank requizition form
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3. Select the date of the requisition
Requisition - FOOD-TRAKE Reports

Select date range of requistions to

include.
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4. Click on “Details” to select the specific requisition

Select Requisitions

Available

[
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Selected

4/23/2008 3:51:00 M RUIO03443
4/23/2008 3:55:00 A ROI003444
4/23/2008 10:15:00 AM ROI003445
4/23/2008 10:47:00 AM ROI003447
442372008 12:30:00 PM RGI002461
4/23/2008 12:36:00 PM ROI003462
442372008 12:37:00 PM ROI003463
4/23/2008 12:38:00 PM ROI003464
4/23/2008 1:40:00 P RQI003463
4/23/2008 5:41:00 P RQI003454
4/23/2008 6:32:00 PM RQI0034585
4/23/2008 71200 P RQI003486




4-1. To remove unwanted requisitions, select “None”

Select Requisitions

Available Selected

4/23/2008 9:51:00 AM ROI008443
4/23/200% 9:58:00 AW ROI00S444

4/23/200% 10:15:00 AM ROI002445 N
4/23/200% 10:47:00 AM ROI00S447 -
4/23/200% 12:30:00 PM ROI0058451

4/2342008 12:36:00 PM RQIO0S4E2 Al
4/23/2005 12:37:00 PM ROI00S4E3 _
4/23/200% 12:3%:00 PM ROI00S454

4/23/2005 1:40:00 PM ROI00S4ES <
4/23/200% 5:41:00 PM ROI002454 e
4/23/2008 £:3%:00 PM ROI00S485 (M None |
4/23/200% 7:12:00 PM ROIO0S485 (R

4-2. Then select the wanted requisition.

Select Requisitions

Ayvailable Selected

4/73/2008 35800 &M ROI003444 4/23/200% 35100 &M ROI008443
4/23/2002 10:15:00 AM ROI002445
4/23/2002 10:47:00 AM ROI002447
4/23/2002 12:30:00 PM ROI002451
4/23/2002 12:76:00 P ROI0024E2
4/23/2005 12:37:00 PM ROI00S4E3 Al
4/23/2002 12:32:00 P ROI002454 L
4/23/2008 1:40:00 PM ROI002459
4/23/2002 5:41:00 PM ROI002434 <
4/23/2008 £:33:00 PM ROI002485 _—
4/23/2002 7:12:00 PM ROI002485 Mare

4-3. Select “OK” and then select “Submit”



