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How to Print a PO 

 
Navigate to the following path: 

Purchasing  Purchase Orders  

 Review PO Information  Print POs 

Step 1.  
The Purchase Order Print page displays. 

 
Step 2. Click the  Tab. 
Step 3. The Purchase Orders Print, Add a New Value page appears. 

 

Add a New Value 

Run Control ID 
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Step 4. In the Run Control ID field. 

Type: PO_PRINT. 

 
The Purchase Orders Print process need only be named the 1st time the process is run.  
After the process has successfully run the first time, it will appear on your list of available 
processes in the Find an Existing Value tab for future use. 

Step 5. 
Click the  button. 

Step 6.  
The Purchase Orders Print Criteria Selection page appears. 

  
Step 7. Type this information in the following fields: 

• Business Unit: UMAMH. 
• To: UMAMH. 
• PO ID: The PO ID that you Note earlier in this training  
(or your  trainer can provide you with a PO ID.) 

 
Miscellaneous Options (verify these options are selected for best results): 

• Hold Status: On Hold and Not on Hold. 
• Chartfields: Recycled and Valid Chartfields. 

Change Orders: Changed and Unchanged Orders 

 
You are restricted to the use of specific fields, to insure that all purchase orders in 
the system are not selected to print accidentally. 

At a minimum, you will be required to select your Business Unit and either: 

• a PO ID,  

Or 
 

 A Date Range and the Buyer Name, plus one or more status options. 

Run

Statuses
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Step 8. 
Click the  button to run the process. 

  
The Process Scheduler Request page appears. 

 
Step 9. Click the Server Name drop-down icon ( )  and Select PSUNX from the list. 

 
Step 10. 

Click the  button. 
  

The Purchase Order Print Criteria Selection page reappears. 

 

Server Name

OK 

Process Instance #
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Step 11.  

Click the Process Monitor link. 

 
Step 12.  

The Process List appears with updates.  Your Instance number should appear in the first 
row. 

  
Step 13. 

Click the  button periodically until the Run Status = Success. 
Step 14.  

Click on the Details link at the end of the process line. 
Step 15.  

The Process Details page appears. 

Run Status

Refresh button
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Step 16.  

Click the View Log/Trace link. 

View Log/Trace
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Step 17.  

The View Log/Trace page appears. 

  
Step 18. Click the file link in the list that ends in “PDF” (default, it appears most often in the middle 

row). 

File List

PDF File
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Step 19.  

The Adobe Acrobat Reader program will launch and open in a new window. 
 

 
Step 20. Scroll down to view the rest of the purchase order 

 
 
The PO Print Report will print “Unauthorized Copy” in the signature field 

Step 21.  
Click the  (Close) button to close the Adobe Acrobat Reader window. 
 

  
END  

 

 


