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How to Create a PO from Inventory 
 

Please follow the screenshots below to create POs from Inventory 

Step 1 – Purchasing Desktop 

 

In the Purchasing Desktop, click on PO From Inv on the right hand side 
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Step 2 –  

 

Fill in the blanks as shown 

 

 

 
 

 

Step 3 

 

Click OK, note of the job number created.    

And ‘Close’ 

If you only want a single vendor 

select ‘I’ instead of ‘A’ for all vendors. 

When you select ‘I’ the Vendors 

selection becomes editable. 
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Step 4 

 

Click on the List POs Created from Inventory located at the bottom of the screen.  

 

 
 

Step 5 

 

Fill in the fields as shown, change the Primary Sort to PO# and press OK 

 

 
     

 

Step 6 

 

Preview and Print the PO List 
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