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HOW TO...

Print POs Using UO Purchase Order Enquiry

This topic covers the steps required to print a purchase order (PO) using the UO
Purchase Order Enquiry responsibility.

Follow the navigation path UO Purchase Order Enquiry to display the UO Purchase
Order Enquiry window.
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Step Action

1. The View Purchase Orders menu option is already highlighted.

Click the Open button.
L Open
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Step Action

2. Click in the Number field and enter the required PO number.
3. Click the Find (J) button.
Find (J)
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|| Oracle Applicati
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Step Action
4, Click the Inquire menu.
5. Click the View Document menu.
. Wiew Document
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File Edit View Favorites Tools Help
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Copyright ©1998. 1999, 2000, 2001, 2002 Oracle Corporation

Do you want to open or save PO_83_ZT2000045_0_US.pdf (15.5 KB) from finl2train.uas.ox.acuk? Open save | v|[ Cancel

Step Action

6. The PO will open as a PDF document on a web page.
You will be prompted to open or save the document.

Click the Open button.
Open
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File Edit View Window Help
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Revision: ]
Document Date: 03MAR 2015

Delivery Address
‘Scientifc Glass Lid 701
Canal Sireet 14-18 Nimrod Square
‘Stoke-on-Trent STS 4F Oxdord, OX12JA

ATTN OF: Mrs. Annie Brown ATTN OF: Food Technok

Special Instructions:

[ BEH|S 2|

STANDARD PURCHASE ORDER: ZT2000045

Billing Address
1418 Nimrod Square
Oxord, OX12JA University of Oxford

Food Technology
ogy VAT No. GB 125 5067 30

Tools | Sign = Comment

SignIn

v Export PDF

Adobe ExportPDF
Convert PDF files ta Word or Excel
online.

Selet PDF File:

53 PO_3_ 212000045 0_U oo

1ile /16 KB

Convert To:

Microsoft Word (*.docs) nl

Recognize Text in English(U.5.)
Change

Suppte tamber e

Customer Account No.

Payment Terms.

Supplier Contact Phone.

‘Supplier Contact Fax

» Create PDF

[ \ \

e \

» Send Files

» Store Files

Page 101

Line | Part Number/Description Defivery Date | Gty UoM | UnitPrice | Total var
Ho. GEp Gep Reference
C———
1 Nesdad: 100 Esch 0o 10000 | STANDARD
2602015
STANDARD
Total Excl. 10000
VAT

“The Universty's Standard Candtions of Purchase o

5q 0xford OX1

Terms and Condtions
Urless the Universty as entered info 3 separale wiiten agreement wih you for he supply of goods and Serices, acosptanoe of Eis order impbes your acosptance of he Universi's Standard Condiions of Purchase {
between i

25 he case may be, the separate wrten agrecment ertered nto e Universay and you shal govem e
i

‘agreement or your supply of goods andior serices o the
ot iication, deivery n

Action

any terms and condidons which you purport o 3pply under any acknowiedgemen or

7.

Click the Print button.
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Page Sizing & Handling (@)

l [ size H {5 poster H [E] Muttiple H [%) Bookiet ]

rink oversized pages

© Custom Scale: ~ [100 %

[T Choose paper source by PDF page size

Print on both sides of paper

© Flip onlong edge  © Flip on short edge
Orientation:
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Scale:
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Tools = Sign = Comment
Signtn

v Export PDF

Adobe ExportPDF

Convert PDF files ta Word o Excel
online,

Seleut PDF File:

53 PO_53_ 212000045 0_US ot

1ile /16 KB

Convert To:

Microsoft Word (*.docs) nl

Recognize Text in English(U.5.)
Change

Convert

» Create PDF

» Send Files

» Store Files

Action

Step

8. Select your printer, if necessary, and click the Print button.

Print

9. Topic complete.

End of Procedure.
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