
Versioning of PO’s 

1. Select the first version then select the Ctrl button on your keyboard and select the 

second version 

2. Select the Compare button 

 

3. Select the Expand All link or expand by the arrows to see the details 

 

 

 

 

 

 

 

 

 

 

 

 



 

Displayed below is an example of some of the changes between versions 

 

4. Select the Output Preview to see a PDF version with a side-by-side comparison (an 

example follows on the next page) 

 



 


