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	Process:  
	Printing POs from the Report Manager and from the PO Add/Update page.

	1. After a PO has been dispatched via Print (instructions for EDX, Fax or Email dispatch methods are included later in this Job Aid) Navigate to: Reporting Tools > Report Manager
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	2. Click on the Administration tab
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	3. Click on the Description link (will always be PO_DISPATCH – PO_DISPATCH.PDF)
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	4. All POs dispatched in the Process Instance will display in one PDF.

NOTE: You will have to sort through all POs dispatched in the Hourly/Nightly batch process at this time to find your PO.

NOTE: This will provide the PDF with the Authorization Signature your agency has on file with SMART.
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	1. After a PO has been dispatched by any dispatch method (EDX, Fax, Email, Print) Navigate to: Purchasing > Purchase Orders > Add/Update POs and Find an Existing Value, search for the PO you want to print.
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	2. Scroll to the bottom of the PO, in the bottom Left hand side there is a link “View Printable Version”, click on that.
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	3. A Pop Up message will appear asking if you want to include the distribution details on the Printed PO. Choose yes or no.
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	4. The PO you requested will display in a PDF.

NOTE: This will provide the PDF withOUT the Authorization Signature your agency has on file with SMART.
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This ocument represents a purchase order of the State of Kansas for the material of Service Gescribed
above. Please deliver the items o perform the service in accordance with the terms contained above. |
certify that sufficient funds are available to cover this order. By acceptance of this purchase order,

'you agree to abide by the provisions of K.S A 44-1030. The items included on the purchase order are
for the exclusive use of the State of Kansas and are exempt from Federal excise taxes under registration
number 78-73-0167K and from Kansas sales tax under KSA 79-3606(b).

AuthoriEd Signature
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This document represents a purchase order of the State of Kansas for the material of Service Gescribed
above. Please deliver the items o perform the service in accordance with the terms contained above. |
certify that sufficient funds are available to cover this order. By acceptance of this purchase order,

'you agree to abide by the provisions of K.S A 44-1030. The items included on the purchase order are
for the exclusive use of the State of Kansas and are exempt from Federal excise taxes under registration
number 78-73-0167K and from Kansas sales tax under KSA 79-3606(b).
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