USING FORMS IN ADOBE ACROBAT

1) Find the appropriate form you wish to open

Can Ee
Form Name Form Description Attached to i .| Adobe
' Number |~ C> TP Requisition? | Word Acrobat
(Yes/TNo)
Check )
CancellReissusiStop | CA106 Wsed o either cancel a check or stop | ClickHere || Glick Here
payment an a check.
Fayment Request
Automaobile PO J=zed totrade an emgtlng or ves Click Hera Click Hara
Furchase Request purchase a new vehicle.
Cellular Phone FO Lsedto Dr;ler cellular phone service ves Click Here Click Here
Request andior equipment.
Employee Travel . )
Used when atravel advance is heing ) .
?g:’rfnnce Request CAT07 requested by a University employees, Mo Click Here Click Here

2) Type in the information requested in the instructions/purpose

Instructions/Purpose: This form should be completed for an invoice that requires manual certification. Complete this
form, obtain approprage signature and forward to [Disbursement Control. ASB, Room 302, 65 Davidson Road,
Prscataway, NI 08854, Busk Uampus.

Preparer’s Name:|jennifer Weiner - Department:  |Procurement Services
Campus Phone Number: Email Address:
I~

Purchase Order/Release Number:

Supplier Name:

Invoice Number: Invoice Date: Invoice Amount:

3) Click on the Save icon within the Adobe window as indicated below
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Supplier Name:

4) Name the file and click Save

NOTE: If you click the back browser button your work will not be saved
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