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How to Repeat Output Hard Copy of a Purchase Order within SAP

This applies to PO numbers prefixed with 43, 45, or 47.

To regenerate the same order for a hard copy as needed:

Click pencil/eyeglasses icon to put PO in edit mode. Click Messsages.
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Highlight original PO order transmission and click Repeat Output. This will be the
lowest in order (original) transmission that is not a change order and processed

with a green light.
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Select Repeat Output to generate a new job.
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Select the back green button to
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return to original PO screen.

From the purchase order screen, select the Address tab from within the header

section.
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i Delivery/Invoice Conditions | Texts kVAddress ], Communication | Partners | Additional Data |+ Org. Data | status |
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3320 |[Clays Mil Rd Ste 210
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Remove fax number or email, if you want it to go to orginal buyer’s email, or enter
alternate email if desired. Select Check to close the window.
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(Note: If you need to do a change order (actually change data on the PO), do it at
this point in the process, before saving the PO and it will process both the change
order and repeat it to hard copy in one step.)

Click Save icon. Repeat copy will generate and transmit as set above.
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