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Purchasing > Reports > Purchase Order Reports > REQ1450 - Print Purchase Orders

This report provides an automated means of printing purchase orders to send to vendors.
Click PO Signature to select a signature to be displayed on the purchase order.

Click Contract to display contract formats. If purchase orders did not correctly print, use the
REQ1500 - Reprint Purchase Orders page to reprint the purchase orders.

Notes:

Even if you do not actually print the purchase order, you must click =y to register the purchase
order.

The vendor name is not printed on the purchase order if a DBA name exists for the vendor on the
Finance > Maintenance > Vendor Information > Vendor Name/Address tab.

Complete the necessary report parameters.
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Generate the report.

Click P.0O. to view the purchase order.
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Moclangbard ISO P.O. NUMBER 076783
SEITEE LONE STAR DRIVE GREATTOWN, TX. 3348 ﬂﬁmﬂﬁ M
Phacsna: | 555 ) 304-5907 Faec [ 555 ) 304-5907 P.O. DATE [=-06-2018
DELIVER BY (08-30-2013
Py REQMER 007325
503 School
5 |7315 OLD PEAXDALL XOAD VENDOR NBR 03540
H T|IMEDICINE MOUND, TX 54776-1852 REF NER
| OlRequestor B0 BID NBR
P FEDERAL ID NBR51-9022925
WVENDOR HOTE
VloFFICE DERPOT
Elsns--
Nip.O. BOX 86
g MEDICIME MOUND, TX, 38840
R

Poge: 1 of 1 vander phesg: (S55) 4BB-2145  wendas fe (555) 488-2322

sea orv [uwr| cataoswer DESCRIPTION unrprice | miscount | FreicHT | ToTaL proce
001 100 BN 5855 Pans 5.00000 o % 1600
Black Pans for Admin
a2 200 EM B555 Pancls B. 0000 (i ] o0 1600
Pancis for Adwin
TOTAL P.O. £32 00

IMPORTANT: You must click = to register the purchase orders even if you do not actually print

them.
Mockingbird ISD P.O. NUMBER 076788
S8ITEE LOME STAR DRIVE GREATTOWN, TX. 34348 ATTACHMENTS N
Phone: | 555 ) 304-0807 Fax: | 555 ) 304-9007 P.0. DATE 09-06-2018
DELIVER BY 08-30-2018
REQ NBR 007385
803 School
5 |7315 OLD PEAXDALL XOAD VENDOR NER 03340
H T|MEDICINE MOUND, TX 54776-1852 REF NBR
| O|Requestor B.O BID NER
P FEDERAL ID NBR 51-9022925
VEMDOR NOTE
V|oFFICE DEPOT
ElsDg~
Nlp.o. BOX BE
: MEDICINE MOUND, TX 38840
R
Page: 1 of 1 vendor phone: (555] 4882145 vender fn: (555) 4883322
sa:| ary qurr | CATALOG NBR DESCRIPTION UMIT PRICE DISCOUNT ]rnﬁﬂm I TOTAL PRICE
o 200 BN 5555 Pens 8.00000 0o 00 16,00
Bisck Pens for Admin
00z 200 BN G666 Fencis £ 00000 00 00 16.00
Pencis for Admin
TOTAL P.O. $32.00
ORIGINATOR DATE | REGUESTOR DATE | APPROVER DATE
Elumbeth blorerno - 30501 B |Elzabeth Moseno D8-30-2018 | Eizabalh  Moreno 00-08-2018
APPROVER DATE APPROVER DATE RECENVED BY DATE
D-0B-2018
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SessionTimer: 239 min and 55 sec

Frint PO request is processed. h
P.O. I E-mail | Vendaors with Mo E-mail - Vendors with E-mail “* All Vendors PO

=i
Ph

P=xTtw
2 -
D= =

Click District to print the district copy.

If the purchase orders did not correctly print, use the REQ1500 - Reprint Purchase Orders report to
reprint.
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