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eFinancePLUS – Printing a Requisition 

Main Menu > Purchasing > Entry & Processing > Requistion Processing > Print Requistions 
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From the Print Requistions screen: 

1. Click on “OK” or tab to get to the “Requisition” field.  

2. Enter requisition number. 

3. Click on “OK” or hit <ENTER>. 

4. Answer “YES” to message asking if you would like to print notes. 

5. Click on “OK” to print to Screen. 

6. A pdf of the requisition will be created for you to open and print. 
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If you need to reprint a requisition select “Reprint Requistions” under Print Options and follow 

the steps 1 – 6. 

 

 

 

 


