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Print Purchase Order 
 

Navigation: Purchasing>Purchase Order>Review PO Information>Print POs 

 

To print a purchase order: 

1. Select the Add a New Value Tab 
2. Create a Run Control of your choice 
3. Select the Add Button 

 

 
 

4. Enter Business Unit: UNOLF 
5. Enter Purchase order number in the PO ID field. 
6. Check print duplicate 
7. Select the Run button 

 



 

8. Select Ok from the Process Scheduler Request Screen 
 

 

9. Select the Report Manager link. 
 

 

 

 

 

 



10. Click on the Administration tab and select the description(PDF will appear in a new 
window) 

11. Print 
12. Click the delete button to delete the selected report. 

 

 

 

 

 

 

 


