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How to configure SAP Purchase Order to email to yourself as the buyer. 
 
 
 

 Role: Supply Chain Buyer Staff Frequency: As Needed 
 
• Go into the PO and make sure you are in edit mode (glasses/pencil icon at the top) 

 
 

• Click the Address tab at the top and go into the Address Details 

 
 

• Delete Fax# and input your email address, either click the checkmark or hit Enter to save 
change. 
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**This is how it should look after your change. 

 
 
• Click Messages at top of PO to go into the “Output” transactions 

 
 

• Click the “trash can” icon and then the checkmark on the pop-up to delete the new output 

**Deleting the new output saves your change to the PO  
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• Highlight the old line, click Repeat Output 

 
 

• With the new output line on top, click the drop-down arrow, change to Print Output 

 
 
• Click Communication Method 

 
 

• Input the highlighted information (RIGHTFAX, ZUKPURCHPO_RIGHT) and click back 
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• Click the Save icon at the top to complete this output and send to the email entered. 

 
 

**The PO will come to the email as a PDF file shown below 
 

 
 


