
START MY PRINT PROJECT INSTRUCTIONS 6 2021  

Log onto eProcurement via Myslice – Select Financials / Supply Chain under Peoplesoft Applications 

Perform the duo authentication and confirm the log in request.  

Select MAIN  MENU  at top,  EPROCUREMENT , then REQUISITION to Create a Requisition on merchant page 

Select DUPLIONLINE from the merchant page at the bottom of the page  

 

 

Select Print Projects tab  

 

 Select Start my Print Project  

 

 



 Complete the PRINT REQUEST FORM  - Populate all fields, if the information does not apply – enter N/A to fill 
the field and avoid a “missing information”  pop up! 

SAMPLE FORM – FILL ALL FIELDS 

 



 

 

 



 

 

 

 

 



Once the form is completed hit SAVE  

 

Once your form information is saved – Select REQUEST QUOTE   

 

 

 

This now is sent to Dupli to get the pricing / quote for your project.  

Now you hit CLOSE SESSION button 



 

   

 

 

Once the quote is priced (standard turnaround time is 1 day) you will receive a system generated email on 
Outlook that your quote is ready to be completed  

 

 

 

 

 



 

STEP 2 – Email is received that Quote is ready in your saved orders and and you are ready to 
go back in to check out!   

 

You will now sign back into the catalog to checkout in Eprocurement and submit the order to Dupli. 

 

Log onto eProcurement via Myslice – Select Financials / Supply Chain under Peoplesoft Applications 

Select MAIN MENU at top, EPROCUREMENT , then REQUISITION to Create a Requisition on merchant page   

Select Requisition Settings, then complete Requisition Name and chart string information information fields 
only.  

 

 

 

 

 

 

Enter Requisition Name (name of the Mailing for your reference only)  

 

 

 

 

 



 

Complete Fund, Department and Program fields and Hit OK! 

 

 

 

Select Duplionline on the Merchant Page  

 

Go to SAVED ORDERS  

SELECT your order number by clicking  



 

 

The items load to your shopping cart . Check the box that you approve the order and Select RETURN TO 
EPROCUREMENT.  Once in Epro select SAVE and SUBIT – bottom right.  

 

Following financial approval within eProcurement , the Requisition is sent to Dupli. Dupli begins the project 
and will send a proof for approval prior to printing.  


