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Processing Steps

Screen Shots

Step 1:
Navigate to the Print POs

page in PeopleSoft:

Main Menu > Purchasing >
Purchase Orders > Review PO
Information > Print POs

Favorites + Main Menu v |
A Search Menu: Home | Workiist
28 s
u)fix SOUTI ®
(3 Real Time Bottom Line >
3 Purchasing 8 Requisitions »
£ Project Costing 83 Request for Quotes »
Breaderumbs | (1 program Management | = Receipts u =
your - ~ £ Review PO Infc i ) Purchase Orders
ocesstothed| &) Procurement Contracts| —  Purchase Orders | eatil. T S0 ormeron] = & AT
- rocurement Group In
subfolders. C1  PpeopleTools k3 Ll Add/Update POs f p Inquiry
= £ 1| Print POs
0 Manager Self-Service » = n
L] PO Line Group Spend Inquiry
O Grants » 5 5
2 ] PO Accounting Entries
Menu Search, | (1 General Ledger » p
Main Menu, noy =] L) EEJournal Entries
i eProcurement » 5
shead whichm) — " [ Document Tolerance Exceptions
much faster. | C1  Enterprise Components » =
L) Document Status
0 Employee Self-Service » - s
& J Doc Tolerance Override History
8 customer Contracts » - "
. [ Activity Summary
8 commitment Control »

Step 2:
A Run Control ID must exist in

order to run a report or
process.

Click Search to see your
available run control IDs.

If no Run Control IDs
are available or if this is your
first time running this
process, go to step 2b.

Purchase Orders Print

Enter any information you have and click Search. Leave fields blank for a list of all values.

Find an Existing Value Add a New Value

Search Criteria

Run Control ID  begins with a

Case Sensitive

Search Clear  Basic Search & Save Search Criteria

Step 2a:
To create a new Run Control

ID, click Add a New Value.

A Run Control ID should only
be created once! Your
request parameters and
settings will be saved and you
may retrieve the existing Run
Control ID.

Purchase Orders Print
Find an Existing Value Add a New Value

Run Control ID

Add
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Step 3:
Enter a Run Control ID hame.

Purchase Orders Print

You may give it any
name you would like, though
we recommend naming it the Run Control IDPrint_PO ]
report (i.e. Print_PQO).

Find an Existing Value Add a New Value

i)
Do not use spaces; use an
underscore ( _ ) instead.
Click Add.
Step 4:
Fill out the following required
fields:
Print POs
* Business Unit = USCO1 e T s P
e To=USCO01 Report Roquest Parametrs Statuses to nclude
e POID = Purchase e et o rmacomtes
Order Number e S| I —
F:::’; Q ’ “Ghartfields Recycled AND Valid Chartfields
If you do not know the greses . T e ’
Purchase Order number, you — iy TTIAL
can go to the Manage . TR Bm -

Requisitions page if you know
the Requisition ID, or the
Document Status page, to
retrieve it.
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Step 5:
Click Run.

Print POs

Run Control ID Print_PO

Report Manager ~ Process Monitor

Language English  [&) ©Specified Language

Report Request Parameters

Business Unit USCO1 | Q

To(USCO1 |Q

Reciplent's Language
Statuses to Include
Approved Dispatched Canceled
Open Pending Completed

POD 2000029346 | Q select Purchase Order

Contract SetiD Q Miscellaneous Options
Contoct 0 Q *Hold Status On Hold AND Not On Hold B
Release Q
*Chartfields Recycled AND Valid Chartfields B
From Date 0]
TiGiah Dike 5 Change Orders Changed and UnChanged Orders B
Print Changes Only
Supplier ID (@ Print PO Item Description
Buyer Q Print Duplicate
Template ID Q Number Of Copies 1
SortBy Sort by Line Number
[ save | =] Notify 4 Add 7] Update/Display
Process Scheduler Request
StEE 6: Help
A bOX Should appea r. PO UserID JOANNEC Run Control ID Print_PO
. . e
Dlspatch/Prlnt should be Server Name H  RunDate10/11/2016 o}
Recurrence B Run Time 4:01:32PM Reset to Current Date/Time
Selected. Time Zone Q
Process List
Select Description Process Name Process Type *Type *Format Distribution
. . . E PO Dispatch/Print POPO005 SQR Report web [ POF Distribution
Verify the following settings:
e Type = Web
* Format = PDF Cance
Click OK.
Step 7:
AP Inst b Print POs
rocess Instance numpoper i
Run Control ID Print_PO Process Monitor m
Wi | | appear in d icatin g t h at Language English [ ©Specified Language Recipient's Language o
Instance:462039
yo urre p 0 r‘t IS be N g Report Request Parameters Statuses to Include
Business Unit USCO1 Q To USCO1 |Q Approved Dispatched Car|

generated.

You may view the report by
clicking the Report Manager
link.
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Step 8:

Click the PDF.
(popo0005_XXXXXXX.PDF)

Distribution Details

Distribution Node DNODE

File List

Name
SQR_POPO005_462039.log
[poro00s 62030 POF |
popo005_462039.0u

Distribute To
Distribution ID Type

ot [ xvioer || Adminiiaton || Aechives
Your process request is not S—
completed until the following Folder B instance w
Report appears with the current e Sresiecon Bl= B 1| (o
date and time. e e e
1POPODNS  PODISPATCHPRNT  General P e asaos
Click Refresh to refresh the
status of the process. (You
may have to do this several
times before request
appears.)
Step 9: Reper
Under the section titled File Re:::::) i?:;os Pm:::::;: :f:a:m .
List the PDF file appears. RunStatus  Success
PO Dispatch/Print

Expiration Date 10/18/2016

File Size (bytes)

1,756 10/11/2016 4:05:55.093495PM EDT
266,111 10/11/2016 4:05:55.093495PM EDT
138 10/11/2016 4:05:55.093495PM EDT

*Distribution ID

Datetime Created

User JOANNEC
A Purchase Order
Ste 10- 5}?@\ UNIVERSITY OF Dispatch via E-Mail
otep 10: CAROLINA Purchase Order Date Revision Pag
. =y USC01-2000029345 os/22/2016 - “
Payment Terms  Freight Terms ip Via
Th e Pu rCh ase O rd eropensin 'l’.lnlhversgy ?lf South Carolina Net 30 Day _Dostination Froight Propaid _COMION
urcl aslng epartmy yer one urrency
1 Hampton Street Stile 803/777-4115 S1
a new window. ol 8555 S =
United States UNIV TECHNOLOGY (65200)
514 SOUTH MAIN STREET RM 010
Supplier: 0000000195 COLUMBIA SC 29208
SHI INTERNATIONAL CORP United States
1 §9° D‘""?ﬁ’a"&?v"s“ﬁus Attention: Phyllis J. Sh
To print the purchase order, o i o
. Bill To: Conln:‘l\ers::)ﬂi: S
H H 1600 Hampton Street "
click Print from the File ol
United States
m e n u mpt? N Tax Exempt ID: Replenishment Option: Standard
. I.Inc-sah Item/Description Mfg ID Quantity UOM PO Price Extended Amt Due Date
1- 1 Sonoma D12 Network Time Server 2.00EA 4,288.54 8,577.08 10/20/2016
(GP?)Hith D\l:lder Supplies sut SC2160 8. ) 686.17
(AC/AC). Includes antenna Code: .0000%) %
To save the purchase order o e
3027-1001-000
on your hard drive, click Save SeneduleToa — e
. tem Total  e.63.28
As from the File menu. 21 Ges ansenna Kac wich ancenn ¢ 2003 0.0 0.0 107201206
mounting hardware. (No
cable.)0610-0007-000
Schedule Total 0.00
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