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Printing a Purchase Order 
 
Note: Beginning on July 2, 2019, the procedure to print an additional copy of a purchase order has 
changed. The previous procedure used to print purchase orders will no longer work. 
 
The following Addy Note provides the instructions in how to print a Purchase Order (PO) in UCF 
Financials. 
 

Step  
1. Navigate to Main Menu > Purchasing > Purchase Orders > Review PO 

Information > Purchase Orders 
 
This takes you to the Purchase Order Inquiry search page. 
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2. In the PO ID field, enter the Purchase Order (PO) number and then select the 
Search button. 
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3. The Purchase Order page displays. Select the View Printable Version hyperlink on 
the page. 

 

 
 

4. The following pop-up window message appears: 

 
 
If you do want to include the distribution details, select the “Yes” button. 
 

If you do not want to include the distribution details, select the “No” button. 
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5. A printable copy of the purchase order will display.  

The following is an example of a purchase order with distribution details, i.e., 
chartfield values and requisition information. 

 
 

 
 

Copy 
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6. The following is an example of a Purchase Order without distribution details: 

 
 

 
 

 

  
Note: The bottom of the Purchase Order will have no signature and will say “Copy”. 

 

  
 
 

Copy 


