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OVERVIEW 
 
Differences for Purchasing will be navigational and visual.  Basic processing steps remain the same. 
 

• A new Purchasing Menu allows users to navigate with the old menu or with a new, web-based format. 
 

• The screenshots below serve as a cross-reference and compare 8.4 Requisition, Receiving and PCard pages with their new counterparts in 8.9. 
 

 
 
 
The first shot is the 8.9 version of the page with items numbered and listed below.  Below that is a screenshot of the same page in 8.4 with 
corresponding numbers to make them easier to find. 
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Purchasing Menu      Page 3 
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PURCHASING MENU 8.9 
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MAINTAIN REQUISITION PAGE 8.9 
 

 
________________________________________________________________________________________________________________________ 
 

1. Requisition Header Defaults link 
2. Requester 
3. Header Comments 
4. Line Comments 
5. Copy From link 
6. Schedule link  

 
 

 
 

7. Print Requisition 
8. Requisition Date 
9. Origin 
10. Accounting Date 
11. Line Details – Description, Quantity, Category, Price 

2
3

4 6
7

5

1

8
9

10

11



 

Page 5 of 13        Rev 8/14/07 

 
MAINTAIN REQUISITION PAGE 8.4 
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REQUISITION HEADER DEFAULT PAGE 8.9_________________________________________________________________________                 
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REQUISITION HEADER DEFAULT PAGE 8.4 
 
 

 
________________________________________________________________________________________________________________________ 

1. Default Options 
2. Vendor Lookup 
3. Ship To 

4. Distribute by 
5. SpeedChart 
6. Chartfields 
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7. Project Chartfields 
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REQUISITION SCHEDULE & DISTRIBUTION 8.9 

 
 

 

Distribution Icon – 
click to see chartfields 
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REQUISITION SCHEDULE & DISTRIBUTION 8.4 

 

Distribution 
Link – click to 
see chartfields 
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MAINTAIN RECEIPTS 8.9 

 

New location for 
Select and Clear 
All function
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MAINTAIN RECEIPTS 8.4 

Cancel Entire 
Receipt 
 
 
 
 
 
 
 
Cancel Receipt Line 
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Cancel Entire 
Receipt 

Select 
Receipt line 
and click 
Cancel Line 
Button 

Old Location 


