L5L)

Print a Purchase Order
Process for Purchasing

Version Date: November 28, 2023



Training Guide
Print a Purchase Order Process for Purchasing

Table of Contents

Print a Purchase Order Process for Purchasing ...........ceicnceecsseicsseecssneccssneccsnnccnnns

Print Options NavIgatiOnS .......cceeiineiiseecsseissecssnecssnecsseecsssecsssecsssnssssessssesssssssssssssasessasssssesssas
Procurement Home Navigation
NavBar Menu Navigation

Using the Print PO Page.......iiceiiennveiicssnnninsceiisssnsicssssissssssssssssssssssssssssssssssnssssssnssssssssssssss
Using the Print PO Page and Running the Print Process

Page ii



Training Guide
Print a Purchase Order Process for Purchasing

Print a Purchase Order Process for Purchasing
Print Options Navigations

Procurement Home Navigation

Procedure
In this topic you will learn Using the Procurement Home Navigation.

This document provides Purchasing users the navigational steps to print a Purchase Order using
the menu option Print PO. There are two navigational options available. When the REN server is
not running or when the user prefers to run the report on the Process Scheduler, the following
options may be used.

B Homepage

<« c O

System Notifications
PSOFSTRN Notice: This system is
the PeopleSoft Fi Is Tr

Step Action
1. Click the button to the right of the My Financials Home field.
2. Click the Procurement link.
Procurement
3. Click the Purchasing button.
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Step Action

4. Click the Reports link.
Reports

5. Click the Print POs link.
Print POs

The Purchase Orders Print page will display.

This completes Using the Procurement Home Navigation.
End of Procedure.
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NavBar Menu Navigation

Procedure

In this topic you will learn Using the NavBar Menu Navigation.

B Homepage

<«

c O

Menu Search in Menu

My Financials Home ~

javascript DoNavBar("https://dpsb. psfsisuhsc.edu/psc/fstm_newwin/EMPLOYEE/ERP/c/NUI_FRAMEWORK.PTNUI_NAVBAR.GBL?ICDoModelesslframe=17);

System Notifications

PSOFSTRN Notice: This system is
ihe PeopleSoft Financials Training
system. Contact the support team
with questions.
Thisisa
Heaith PS
dai

Step

Action

Click the NavBar button.

Click the Menu link.

Manu

1

Click the Down button of the scrollbar.

Click the Purchasing link.

Purchasing
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Step Action
5. Click the Purchase Orders link.
Purchase Orders
6. Click the Review PO Information link.
Review PO Information
7. Click the Print POs link.
Print FOs
8. The Purchase Orders Print page will display.
9. This completes the Using the NavBar Menu Navigation.

End of Procedure.
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Using the Print PO Page

Using the Print PO Page and Running the Print Process

Procedure

In this topic you will learn Using the Print PO Page and Running the Print Process.

B print POs

<« Cc 0

. New Window | Help
My Worklist - Summary View
e i Purchase Orders Print

= Process Monitor rnter any information you have and cick Search. Leave fields blank for a list of ail values

Find an Existing Value || Add 2 New Value

Requisitions v
¥ Rea Search Criteria

I rRFOs v

I Purchase Orders ~

T Reports ~

Print Requisition

Print POs

Reg and PO Budgetary Activity

T PO Distribution Print

javascriptitoggleSideTab('PT_SIDESPIMG',1);

Step Action

1. To collapse the menu on the left side of the screen, click the Navigation
Area button.

2. While on the Purchase Orders Print page, click the Add a New Value tab.

Add a New value

Enter the desired information into the Run Control ID field. Enter "PRINT PO".

4, Click the Add button.
Add
5. In the Report Request Parameters section of the Print POs page, input the

Business Unit.

Enter the desired information into the Business Unit field. Enter "LSUSH".
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B print POs
< c O

< Procurement

Print POs

Run Control ID: PRINT_PO

Report Request Parameters

Business Unit| LSUSH

POID

Contract SetiD.

Contract ID

Release|

From Date.

Through Date

Supplier D/

Buyer

D Template ID.

Save |[[Gh Return to Search

Language:

a

Report Manager  Process Monitor

® specified Language

Tol @

~i Seisct Purchass Orsr I

Q

a

=1 Notify

Purchasing w Financials TRN @ QA2

New Window | Help | Personalize Page

Run

7 Recipient's Language

Statuses to Include

£y

® approved Dispatched [ canceled
Open Mipending ) Completed
Options
+Hold Status [On Fioid AND Nt Gn Fiod v
*Chartfields | Recycle A ids

Change Orders [Changed and UnChangsd Orders v
Print Changes Only
Print PO ltem Description
Print Duplicats

Number Of Gopies

Sort By [Sort by Line Number =2
L Add

Step Action

6. Under the Statuses to Include section, check the boxes for: Approved, Open,

Pending, and Dispatched.

Select Purchase Crder

Click the Select Purchase Order link.

7. On the Select Purchase Order window, you may search for Purchase Orders by

Date, Buyer, or Supplier.

In this example, we will search by the PO Date.

Enter the desired information into the Start Date field. Enter "10/01/2023".

8. Click the Search button.

Search
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B printPOs

<« > C O @ dpsb.psfs.lsuhsc.edu/psc/fstm/EMPLOYEE/ERP/c/NUI_FRAMEWORK.PT_AGSTARTPAGE NUIL... &

Select Purchase Order

Search Criteria
PO Unit[LEUSH |a Start Date 100172022 |
] T E—

suppiiern| o suppiierhame| O cippier Loskup

Retrieved Rows Personaize | Find |Viewal| (21| [ Frst (4 160f6 b Last
Sel PO Unit FOID Supplier Location FO Date
08100235 0000041388 55556 10022023
08100234 ‘0000007580 F 10032023
08100233 0000007560 F 10ma72023
08100232 ‘0000007580 100022023
08100231 ‘0000007580 10032023

08100230 0000041388 1032023

Step Action

9. In the list of Retrieved Rows, place a check in the box of the desired Purchase
Order.

Click the OK button.

=1

10. Click the Run button.

11. Click the button to the right of the Server Name field.

=~

12. Click the PSNT list item.

PEMNT

13. Click the OK button.

[ 1

14. Click the Process Monitor link.

Process haonitor
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Step

Action

15.

NOTE: A successful report run will display a Run Status = Success and a
Distribution Status = Posted.

Click the Refresh button every 10-15 seconds until you have a Run Status =
Success and a Distribution Status = Posted.

Click the Refresh button.

Refresh

16.

Click the Report Manager link.

B Report Manager

C {t @& dpsbpsfslsuhscedu/psc/fstrm/EMPLOYEE/ERP/c/NUI_FRAMEWORK.PT_AGSTARTPAGE NUL.. @ 12

Purchasing was Financials TRN @ Q4

dminisiration | List | Explorer | Archives

Step Action
17. NOTE: The most recent report will appear at the top of the list under Reports.
Click the POXMLP_PRINT - ZZPO_PRINT.pdf link.
SORMLF_PRINT
ZZPO_PRINT pdf
18. Click the ZZPO_PRINT.pdf link.

ZZP0_PRINT.pdf
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Step Action
19. The Purchase Order file will display.
To print the file, use either the File option or the Print icon.
Click the PRINT button.
20. This completes the Using the Print POs Page and Running the Print Process.

End of Procedure.
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