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	Process:  
	To format a page to open with all lines and accounting lines expanded. 

These screenshots show Requisitions, but these instructions should work on all pages.

	1. Click the Expand arrow in the ‘Requisition Lines’ section
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	2. Click the Expand arrow next to the ‘Accounting Lines’ text
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	3. Click the ‘Personalize Page’ link in the upper right-hand corner of the screen
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	4. Check the box next to “Save the state of the expanded/collapsed sections on this page.”
	[image: ]

	5. Click OK
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Edit Requisition - Review and Submit

Reviewthe item information and submitthe req for approval.
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Edit Requisition - Review and Submit
Review the item information and submit the req for approval
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Favorites~ | MainMenu~ > eProcurement~ > Manage Requisitions > Requisition

NewWindow | Help | Personaize Page

Edit Requisition - Review and Submit
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Page Personalization

Copy Seffings

Put this page in front (the current tab) when | come into this component.
%] save the state of the expandedicollapsed sections on this page.

‘Save the state of the View All settings on this page.

Save tabbing order personalized below.

To define new tabbing order, select Clear Tabbing Order, then cick ers to include n desired sequence.
“This new Tab order setting may be overrdden by the people code command SefCursorpos ().
To rearrange tabbing order, select Remove from order, Move up n order, or Hove down in order, then click

‘approprite fems to rearrange.

Clear Tabbing Order
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