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Enter the request number (or other search criteria) 
Click OK. 
 

 
 
 

 

Click Screen. 
Click OK. 



 
 
 
 

 

Your report will be displayed in pdf format. The stock number and item 
description can be found here. 
This shows the status of your request. 
O = not approved 
A = approved 
D = denied 
If the order has been filled, the date and quantity will be displayed here. (Expect 
delivery on your next scheduled delivery date.) 
 
To print your report, click on the Printer icon. 


