TIP SHEET
C-REQUEST 8.2 @ U.S. Department of Commerce (11/27/07)
HOW TO PRINT A REQUISITION

If you would like to “Print” a requisition please follow the steps below.

Select the requisition that you would like to print, and click on “Summary”, from the
Summary window click on “Forms”.
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Please select all the options under “Line Item Print Options” except for “Stock Number”.
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Click on “View Form”.
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This will open a Microsoft Internet Explorer Window, which will allow you to open the
requisition in an Adobe PDF format.

Microsoft Internet Explorer P§|

This will open the Form in PDF Format in a new browser window,
To return ko the original Form, please close the new window,
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Click the OK button. When the Adobe PDF file opens click on the Printer icon and this
will print the requisition.
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