
How to print out completed Requisitions 

1. Go to Reports, Transfers and Requisitions and select “Requisitions” 

 
 

2. Select “Print from internal requisitions” 

 
 



3. Select the date of the requisition 

 
 

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

 
 



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

 
 

4-2.  Then select the wanted requisition. 

 
 

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


