[image: ]	Module: PO
	Re-Dispatching a Purchase Order Job Aid

[bookmark: _GoBack]Re-Dispatching a Purchase Order
		Job Aid 

Target Audience: 
All Users of FI$Cal
Purpose:
This Job Aid provides users with instructions on how to re-dispatch a Purchase Order in order to re-print another “authorized” version of the approved Purchase Order.
Dispatch Purchase Orders page
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Step 1: Navigate to the Dispatch Purchase Orders page.
· Navigation: Main Menu  Purchasing  Purchase Orders  Dispatch POs 
Step 2: Click on the Add a New Value tab. 


Add a New Value tab
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Step 3: Enter the desired information in the Run Control ID field.
Step 4: Click the Add button to open the Dispatch POs page.



Dispatch POs page
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Step 4: Enter or select the appropriate Business Unit.
Step 5: Enter or select the appropriate PO ID for the purchase order that needs to be re-dispatched. 
Step 6: Click the Run button to open the Process Scheduler page.
Process Scheduler Request page [image: ]
Step 7: Select the PO XMLP Dispatch job.
Step 8: Click the OK button, which returns to the Dispatch POs page.


Dispatch POs page
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Step 9: Click the Process Monitor link which opens the Process Monitor page.


Process Monitor page
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Step 10: Click the Refresh button until the Run Status is updated to “Success” and Distribution Status is updated to “Posted.”


Step 11: To access, open, and print the Re-Dispatched PO, navigate as follows:
Navigate to Main Menu  Reporting Tools  Report Manager  Click on Administration tab 

Report Manager / Administration tab[image: ]
Step 12: Click the PO_DISPATCH - PO DISPATCH.pdf link and a PDF document of the authorized Purchase Order will open.
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