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x  To print your requisition > ancel out of this screen and it will bringwyback to thecontrol panel, highlight gur newly
placed requisition and go to actions on the top left, select print preview fromditegg down menu (it will download a PDF
copy which will beavailableat the bottom of your screen(. From there you can open and print or save

X To delete a requisition > highlight it and click the little red X, a small yellow banner will briefly display, lettingowu kn
your requisition has been deleted.

e Keeparecord log of all the requisitions you've submitted so you can track the status and verify receipt upon delivery.

Questions? Contact Dawn Vega in the Purchasing Department at (619)53266, vegad@cajonvalley.net
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