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Print Preview vs. Repeat Output 

 

The screenshot below shows the Print Preview version, prior to selecting the “Order” button on a 

Purchase Order.  NOTE:   The “Issue Date” will NOT display, instead it will show ***Draft Copy – Not for 

Issue ***and it will not display any Purchasing Agent information.  Each time you use Print Preview or 

print the document prior to selecting the “Order” button, it will display the Print Preview date.  Because 

of the inaccurate date, the Print Preview version should never go to a supplier. The Print Preview does 

not communicate with the system and will display inaccurate information, it is meant for “view” 

purposes only.   
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The screenshot below shows the Print Preview version after the Purchase Order was “Fully Executed.” 

An “Issue Date” will display, as will an Effective Date, however, these dates will not be accurate because 

Print Preview does not communicate with the system.  Each time you make a change in the system, 

these dates will change; therefore, you must use the REPEAT OUTPUT button to process the print job.    

Based on the above information, the Print Preview version should be limited for “view” purposes only.   

To ensure that you have accurate data, all printing must be done from the Output sub-tab in 

the Header Tab of the Purchase Order.  Provided is a link for an End-User Procedure for 

Printing a Purchase Order. 

 

 

  

http://www.dgs.pa.gov/Documents/Procurement%20Forms/Training/E.U.Ps/PurchaseOrders/PrintingaPurchaseOrder.pdf
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The screenshot below shows the proper location that Purchase Orders are to be printed.  When a 

Purchase Order has not been printed, the display will read “Not Processed.”  Select the REPEAT 

OUTPUT button to print the Purchase Order.  Give the system a few seconds to refresh and the new 

message should display “Processed Successfully.” 

If your document does not print, and you have received the “Processed Successfully” message, you will 

need to work with your IT staff and provide them with the instructions for Printer Set-Up for SRM/SAP. 

 

If you do not follow these processes, and do not use the proper printing method, any changes made to 

your documents will not be maintained in the system.  In addition, if the issue date or any other 

required information is not correct, it may jeopardize your invoices being paid. 

 

http://www.dgs.pa.gov/Documents/Procurement%20Forms/Training/E.U.Ps/Misc/PrinterSet-UpSAPSRM.pdf

