Release Purchase Requisition - ZE57

From the SAP Easy Access PCSB Menu Screen:
Click the Expand Icon to the left of: PCSB Menu > Purchasing > Requisitions

Double Click on: ZE57 — Release Requisitions
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Regquisition 10145255 Date OE #1828 f20032 Fequisitioned By W. FILSOR
Yendor 18710@1 GLT OFFICE SUFFLY INC Recipient L. ALWAREZ
LAKELAMD FL Location 0231
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All items on the requisition are selected (by system default) for release.

Deselect any item by Clicking the box to the left of that line item

To release a requisition make sure the box(s) to the left of the line items are checked

Click the Green Flag

The message is displayed at bottom left of screen: Purchase Requisition (with the number)

changed.
9 Fﬁ Furchase requisition 10145355 changed

Click the Green back arrow to return to the Purchase Requisition Release screen.
Select another Requisition number to release or leave the Release screen by Clicking the Green back
arrow twice
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