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Printing a Purchase Order

1. Select the Purchasing Role from the left navigation pane
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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. Selectthe PO Number to open the document

Last Refresh 07/01/2014 10:15:04 EST Refresh

View: [[Standard View] ¥ | Create Purchase Order Create with Re | Display Edit Delete | Purchase Order R Re | Refresh
Export 4 v &
T | Purchase Order Number Purchase Order Name ftem Number ttem Name Status. Supplier Name Total Value | Currency D
B Lines: 1 F245/50R15 Radial Tres Ordersd  GOODYEAR TRE & RUBBER COMPANY INC 39,514.00  USD
| | 4300403825 Lines: 2 P235/55R15 All Season Tires Ordersd  GOODYEAR TRE & RUBBER COMPANY INC 39,514.00  USD
4300403824 Lines: 1 P245/50R18 Radial Tres Ordersd  GOODYEAR TRE & RUBBER COMPANY INC 39,514.00  USD
D 4300403824 Lines: 2 P235/55R18 All Season Tires Ordersd ~ GOODYEAR TRE & RUBBER COMPANY INC 39,514.00  USD
=

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

Overview Header

temz Motg

GeneralData | Motes and Attachment | Output

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

Message should change to “Processed Successfully.”

¥ Document Outputs
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Fiter Settings.

Changed | Repeated | Manually | Generated On | Generated At | Changed On | Changed At | Medium

O

m| 0 10022013 14:49:05
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1. If the output method is not correct and needs to be changed, select the EDIT button

Display Purchase Order

| # Edit| | [ Print Preview | | | [

2. Select the applicable output method

Additional Output Requested via

(=) Printer |GS-FPO6 CUBE162_RICOTT|

OFax |

) E-Mail | debbie_frear@goodyea r.{

T XML

Fax



Rev.July 2014

3. Select the ORDER button to save the changes

Change Purchase Order

[ Order |[ Save | | [ Print Preview |

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

View: |[Standard View] ~| | Create Purchase Order

Export «

T | Purchase Order Number Purchase Order Mame
| [owmz Lies:
| | 2300403805 Lines:
| | 2300403874 Lines
4300403824 Lines:

Create with Reference

ftem Number
1
2
1
2

ttem Name

P245/60R18 Radial Tires
P235/55R18 All Season Tires
P245/60R18 Radial Tires
P235/55R18 All Season Tires

Status,

Ordered
Ordered
Ordered
Ordered

Supplier Name

GOODYEAR TIRE & RUBBER COMPANY INC
GOODYEAR TIRE & RUBBER COMPANY INC
‘GOODYEAR TIRE & RUBBER COMPANY INC
‘GOODYEAR TIRE & RUBBER COMPANY INC

l Refresh I

Total Valug
39,514.00
38,514.00
38,514.00
39,514.00

¥ &
Currency D
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uso
uso
|

Last Refresh 07/01/2014 10:15:04 EST Refresh




