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Procedure

This User Guide outlines the steps required to print a purchase order.
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Step Action

1. Click the Navigator button.
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Action

Click the Purchasing link.
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Step

Action

Click the Tasks button.

Date Created: 2/26/2018

Page 2



User Guide
PO 12: Print a purchase order

= wm.v sityaWinds: © © rwvipaROMC~

- A B :

Personal eb Clock enses My Account Purchas Purchasing My Receipts Directory
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* Manage Agreements

REQ0000333 2 Monitor Samsung 23" K321 600.00 CAD un « Create Agreement
REQ0000352 1 testing 78956 CAD un = Import Blanket Agreements
REQ0000336 1 testing 789.56 CAD un + Impart Contract Agreements
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Step Action

4, Click the Manage Orders link.
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Action

Click the Search button.
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Information

Ovendew = Manage Orders x

Manage Orders

Headers = Schedules

b Search

Search Results

My Account

Purchase

A Xk
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Purchasing

Requisitions

Advanced  Manage Watchlist Saved Search

PAVIA, DARIO Mr. =

> XD o e
|E -

My Receipts Directory

Done

All my orders ~ |II|

Actions v View w Formaty 4 B S ¥ F FH Detach Wrap

Order Description Supplier Ordered Currency Status Life Cycle Change Ord
UW1000118 DELL CANADAI 2690.00 CAD Open A @
ume CANADA | 240000 GAD Open b
UW1000115 DELL CANADAI 10,00000 GAD Open ]
UW1000114 DELL CANADAI 78956 GCAD Open Pl
UW1000112 DELL CANADAL... 78954 CAD Open bl
UW1000111 DELL CANADAL... 66898 CAD Incomplets
UW1000109 CANADIAN COL 500000 GAD Open ]
UW1000108 CANADIAN COL... 500000 CAD Open bl

https:/fhc-test prc.ca2 oraclecloud.com/pros FrdOvenewtind—sf. FDH=T608, ofMFC—08 oftMFCI-08, ofMFM=08. affMFR- 368 ofMFG=08: ofMFS=08: offMFO=0%

Action

6. Click the appropriate Order.
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My Receipts Directory

Oveniew  Manage Orders x | Purchase Order: UW1000118 x E
S Order Life Cycle
Purchase Order: UN1000118 View PDF | Actions ¥ | Done Y O\
Main
4 General | I
crderEd_ L
Procurement uw au Supplier  DELL CANADAINC Ordered
Reauisitoning gy supplier Site  "NORTH YORK Total Tax
0 1,000 2,000 3,000
Sold-to Legal  University of Supplier Total WAmount (CAD)
Entity Windsor Contact
Communication
BiltoBU UWBU Methog  E-Mal Description
cre View Details
Order UW1000118 Bl LR @umindsorca Requisition
UW - Main Campus - Source
Status Open E
P Bilo Location 11 18 Agreement
W - Downtown Supplier
Funds Status Reserved snipto U
Lo Campus-PitiFery Order
Building
Buyer /DARIO PAVIA
Creation Date  23-Jan-2018
Terms Notes and Attachments
Required ,, Shipping

Step Action

7. Click the View PDF button.

View PDF
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Purchase Order: UW1000118

My Account Purch:
Requisitions

Purchase Order: UW1000118 x

View PDF  Actions

B

Purchasing

Directory

- Dane Order Life Cycle

Main
4 General
Opening PO_300000001773003_UW1000118_0.pdf
P“’““’”‘%"J uwBu Supplier DELL CANADAINC pening FE - P
You have chosen to open:
Requisitioning v o1 Supplier Site  "NORTH YORK
BU == P0_300000001773003 UW1000118_0.pdf
Soid-to Legal  Univerityof Supplier which is: Adobe Acrobet Document (5.1 KB)
niity - Windsor from: https://efhe-test.pre.cad.orsclecloud.com
BilltoBU UWBU Communication E-Mail
Method What should Firefox do with this file?
Order  UW1000118 Ema SR
v ARTEST@uwindsor.ca (O Openwith | Adobe Acrobat DC (default) v
Status  Open Bill-to Location " - Main Gampus - ® SaveFile
AP Mailing
funts Status Recerved W Downiown 1 Do this automatically for files like this from now on
Lsﬂ"ﬂ'z;ﬁ Campus - PittFery
Building
Buyer FDARIO PAVIA
Cancel
Creation Date  23-Jan-2018
Terms | Notes and Attachments
y
Required Shipping

Action

Select the Open with option.

Personal
Information

Oveniew
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Purchase Order: UW1000118

a v

Purcha
Requisitions

My Account

Purchase Order: UW1000118 x

View PDF

Actions ¥ Dane

A kW™ PAVIA, DARIO k

o o o
E l-l

Purchasing Directory

Order Life Cycle

Main
4 General
Opening PO_3000000C1 773003_UW1000118_0.pdf
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Sold-to tem 7uvmvderswty of -"C"O‘:I‘:‘a‘z: whichiis: Adobe Acrobat Document (5.1 KB)
niity - Windsor B ; from: hitps/efhc-test.pre.caZ.oraclecloud.com
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X N E-Mall
Billto B UWEU Wethod What should Firefox da with this file?
o . e  —
rder  UW1000118 . ARTEST@uwindsor.ca @ Openwith | Adobe Acrobat DC (default) ~
Status  Open Billto Location " - Main Campus - ) Semlis
AP Mailing
Funds Status  Reserved UW - Downtown [ De this automatically for files like this from now en.
Shipto .~ "
Location CamPus - PittFerry
Building
Buyer "DARIO PAVIA
Cancel
Creation Date  23-Jan-2018
Terms | Noles and Attachments
i
Required Shipping

Step

Action

Click the OK button.
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Purchase Order UW1000118

Supplier Details:

Company DELL CANADA INC
Contact
Address 155 Gordon Baker Rd.
NORTH YORK ON M2H 3N5

Submit your response to:

Company  University of Windsor
Contact DARIO PAVIA
Address 401 Sunset Avenue
WINDSOR ONTARIO N9B 3P4

E-mail test46586@orcle.com

This document has important legal ces. The i ined in this is proprietary of University of
‘Windsor. It shall not be used, reproduced, or disclosed to others without he express and written consent of University of Windsor.

This agreement between University of Windsor and DELL CANADA INC is authorized for binding commitment. The parties hereto
have read and executed this agreement as of the day of . .

Step

Action

10.

Click the Print icon to print on the desired printer.
ml
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Step

Action

11.

End of Procedure.
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