
Rev. July 2014 
 

1 
 

Printing a Purchase Order 

1. Select the Purchasing Role from the left navigation pane 

 

2. Locate your Purchase Order (PO) from the Personal Object Worklist (POWL) by selecting 

the SEARCH CRITERIA button to expand/open the Search Criteria field 
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3.  Select the PO Number to open the document 

 

4. Select the HEADER tab, OUTPUT sub-tab. 

 

5. Message will show the PO was “Not Processed.”  Select the REPEAT OUTPUT button.  

Message should change to “Processed Successfully.” 

 

Changing Transmission Method 

1. If the output method is not correct and needs to be changed, select the EDIT button 

 

2. Select the applicable output method 
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3. Select the ORDER button to save the changes 

 

4. Select the REFRESH button in the POWL 

5. Select the PO Number to open the document and repeat steps 4 & 5 from “Printing a 

Purchase Order” process 

 

 


