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Click on the [image: image3.bmp] in the Search by field and change it to Purchase Order.  Type in the Purchase Order number and click on the [image: image4.png]Search



 button.

You will then see a listing of Purchase Orders with the number you requested.  Click on the link for the appropriate PO.
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 link.

Your Receiving Report will appear.  Click on the [image: image8.bmp] icon in order to print the report to your default printer.
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