
How to print Warehouse Stock Requisition 

- Download form into an excel file and fill the necessary information such as Requestor 

name, department, account number etc…. on top and bottom of requisition form. 

- Select items to be requested by entering quantity needed on “Requested Qty” column, 

the cell will turn green and the total line amount will populate (see below). 

 

- Once all items needed have been selected, click down-arrow on “Requested Qty” 

column, scroll down to FILTER by color option (DO NOT CHOOSE SORT), and hover over 

the right arrow to select color green by clicking on the green rectangle.  This will select 

only items you requested and subtotal and total will automatically populate on 

requisition form (see below). 

 

- Confirm all items needed are on request and proceed with printing by clicking on File 

and click print.  The preview will show the full request with only requested items (see 

below). 



 

- Proceed to print form, obtain approval signatures, if needed, and submit form to office 

managers for processing.  Please note, a store requisition needs to be entered into 

People Soft in order for warehouse personnel to be able to process the requisition.   

Close excel file and either save or don’t save to have file ready (blank) for future 

requisitions.  If you save, please make sure to clear out previously requested items by 

clicking on down-arrow under “Requested Qty.” and click on “Clear Filter”.  All rows will 

re-appear on file, proceed to delete quantities on all green cells to leave file ready 

(blank) for future requisitions.   


