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STEP DESCRIPTION 

1.  Sign into PeopleSoft 

2.  Select the EDX Purchase Order using either of the following navigation options: 
Use Home Page Tiles:  Click on the Procurement tile, then select Purchasing > Add/Update POs OR 

Use NavBar: Click NavBar icon  Click Navigator option, then select Purchasing > Purchase Orders 
> Add/Update POs 

3.  a) Enter the search criteria for the EDX PO you would like to print:  
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b) Select “View Printable Version” hyperlink located at the bottom left of the PO header page: 

 

 This action will launch a background process that is kicked off on the Process Monitor. 
 You can pick up the pdf version of the PO under Process Monitor > Details > View Log/Trace, 

OR “Report Manager” (Step 6) 
 

4.  Click on the “Home” icon located at the top right section of the page.  
a) Select the Procurement Tile which will take you to the main tab of the Procurement WorkCenter 
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b) Select the Repots/Queries tab to proceed 

 
5.  Click on the Process Monitor under Reports/Processes 
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a) Select the “Details” hyperlink under the PO4003XA process that was automatically kicked off 
after the status shows “Success”: 
 

 
b) Select View Log/Trace: 
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c) Click on the PDF created.  Save to file or print as needed. 

 
 
 

6.  Click on Report Manager under Reports/Processes: 
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a) Select the “Administration” tab 
• Click on the report hyperlink which will launch the pdf version of the PO 
• Save to file or print as needed 

 
 


