PO – Copy a Purchase Order

1. Go to Main Menu > Purchasing > Purchase Orders > Add/Update POs.  Click 'Add' to use autonumbering, or enter a PO ID manually and click 'Add'.  
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2. Choose 'Purchase Order' from the Copy From dropdown list.  
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3. Enter the PO ID you want to copy.  Select the line(s).  Click OK.
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4. Click OK on the message.
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5. Go to HUB Bid Details
[image: ]
6. Set Competitive to 'No' unless you have Bid information to enter. Click OK.
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7. [bookmark: _GoBack]Save.
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When copying a PO, the PCC & PN from the source PO will be copied to alllines added to the new PO. (25000,51)

o]





image5.png
Header Details Activity Summary

PO Defaults ‘Add Comments
PO Actvities ‘Add ShipTo Comments.
~ Actions

‘SpecialfPriority Purchase Types:  N/A




image6.png
TX Hub Bids Page

HUB Bid Details - Purchase Order Page

) override Competitive/Bid Information

B |




image1.png
Menu ~| Search

Purchase Order

G an Bising Vlue || Adda Newvalue





image2.png
Maintain Purchase Order

Purchase
Order Business Unit 45800 Txsmar
POID NEXT
Copy From; v
 Header (2 Contract

e
PO Date 03222075 T Requisiton - fh




