LUCAS COUNTY )) Job Aid PUR-041
OHIO

View and Print Standard Purchase Order PDF (Printed Purchase Order)

Audience: Buyer

Purpose: The purchase order may be displayed as a PDF and printed. This job aid will assist you
with the steps to do so.

Step | Action

View and Print Standard Purchase Order.
1 Log into Oracle. Home Page -> Procurement -> Purchase Order

JESSICA CHAPA

Share thoughts with your colleagues.

0 Employee News

0 My Flags

2 Click the Tasks icon.
3 Click the Manage Orders link.

Requisitions
» Process Requisitions

» Import Requisitions

+ View Requisition Lines

Orders
[ » Manage Orders

¢ Create Order

O
\
| E— * Generate Orders

¢ Import Orders

4 Enter at least one of the search criteria and Click the Search button.

Manage Orders @
B
=
\
4 search Advanced Manage Watchlist Saved Search Al My Orders - @

Procurement tBU Lucas County | v ** Requisition
** Supplier Action Pest Control, Inc. O Status v

Search Reset  Save..

Search Results

Acions v View v Fomatv 4 @ / X 51 [ 0 Freeze o Detach . Wiap
Order Description Supplier Ordered Currency ~Status Life Cycle Change Order Creation Date
3 Acton Pest Con... 13600 USD Open o snarte 2
% Acti 27500 USD Open o 219
o Acton Pest Con. 13600 USD Open S sn2n9
2 Acton Pest Con. 7200 USD Open Fa) anzrte
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Click the Order link to open the document.
Search Results
Acions v View v Formatvy 4 [H / X 7 &F Freeze ] Detach

Order Description Supplier Ordered Currency Status

35'\ Action Pest Con. 136.00 USD Open o 813119 ~

Life Cycle Change Order ~Creation Date

Click the View PDF button.

Overview  Manage Orders x  Purchase Order: 35 x

Order Life Cycle
Purchase Order 35 e R :
o / E
\
4 General Ordered —
Procurement 8 Lucas County Suppler  Acon Past Conto . o Sl =
Requisitioning BU  Lucas County Supplier Site "MAIN LY
Total Tax 0.00 USD o hed 0 120
Soldto Legal Entity  Lucas County Supplier Contact i USo)
BilltoBU  Lucas County Communication Method  None Total  136.00 USD
Descripton
Orler, 28, Bill-to Location  Auditor - Accounting View Details
e Gons Requisiton 64

Ship-to Location

Support Services

Source Agreement 5
Funds Status Reserved

Supplier Order
Buyer "JESSICA CHAPA

Creation Date  &/13/19

Terms  Notes and Attachments.

Required Acknowledgment  None Shipping Method

Roquires signature
Payment Terms  Immadiate Freight Terms  None
FOB Destination Pay on receipt

Confiming order

Select the option the Open the document. Click the Print button. Using the Browser's tools,
select the print option.

Select the options and click the Print button.

Close the browser window.

Click the Done button.
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