Purchase Order Output
1.  When creating a purchase order, you must go to the “Output” subordinate tab on the Header Data tab and select the binoculars next to the “printer” field as shown below (make sure your radio button next to printer is selected).
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2. The following “Find” screen will be displayed.   Enter your Agency’s 2 character code (in CAPS) and an (asterisk) to bring up your Agency’s printers. 
**Example:  Education  - enter ED* in the Output Device and select “Start”
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3.  Select desired printer by selecting the name.  The name will populate the “Output Device” field.
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ED-HT10 EDUPDS HPLIA EDte Hartshirg, 533 Mrket S, Harristown 2 Bldg, 10th FL
ED-HT10 EDUPDS HPLIA D17 Hartshirg, 333 Mrket S, Harristown 2 Bldg, 10th FL.
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ED-HT15 EDUPD2 HPLUBORD ED24 Hartshurg, 333 Merket S, Haristown 2 Bidg, 15th F.
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4.  Finish inputting information for the creation of your purchase order, then hit your Order button.  Your purchase order will then go through the approval process (if necessary).  

5.  When the purchase order has been fully approved (if necessary), go to Process Purchase Orders and enter your purchase order number in the find field and select start.  When your purchase order displays, select the change icon [image: image5.bmp] to open the purchase order in the Header Data tab.  Go to your Output subordinate tab and select the log button.
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The following will appear:
[image: image7.png][Document Outputs

S Crenged  Repested Meusl Cemerston Geneset  Chameon  Chenged At Medun  Actons
Notprocessed T B W osoomor  tsaen oo PE@





6.  Select the output pushbutton. [image: image8.png]Bg




Message “Output (purchase order name)” will be displayed.
Change Printer After Approval

If you forget to enter your printer when creating the purchase order, you can change it before you print.  To do this, you must follow instructions 1 through 3 above to add your printer, then you must Order the purchase order again before you actually print the purchase order.

Next, you must enter your purchase order number in the find field again and select “Start”.  This will refresh the system so you can print the purchase order.  If you do not do this step, the system will default it back to “LP01” and will not print.  

Once you refresh the system, select your change icon [image: image9.bmp] to get back into the Header Data tab.  Go to the Output subordinate tab, then select the Log button as shown in step 5 above.  Your log will appear.  

Select the output pushbutton [image: image10.png]Bg




Message “Output (purchase order name)” will be displayed.
