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How to Print a PO from Shop Catalogs

1. Open Shop Catalogs > Click on Orders Icon > All Orders > Purchase Orders

Home

Goto: Non-Catalog ltem | Favorites | Forms | Shop | Quick Order  Browse: Suppliers | Categorie:

simple  Advanced

Search for products, suppliers, forms, part number, etc

Digi Key Catalog has been turned off. The Digikey punchout catalog was
experiencing technical issues. It will be removed from Shop Catalogs. If you

experienced this issue please contact their customer support at 1-800-344-4539. If you
need to order from Digikey, please follow normal procurement processes for non-catalog
vendors. If you have questions, please contact the Procurement Help Desk:

eppendorf Catalog is Live!
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2. Enterin PO number and click search

Orders » Search » Purchase Orders

= Search Purchase Orders

Quick Filters My Searches Created Date: Last 90 days = 978691 % Q @ | AddFilter Clear All Filters

(If the PO is older than 90 days, you will need to change the search criteria)

3. Click onthe PO numberin blue

8 .. 978697 Thomas Scientific LLC () 12/19/2025 12:17:45 PM frCompleted\l
. J

4. Top Right-hand corner, click on the 3 dots > Click on Print Fax Version
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Print Fax Version

Close PO
pius Resend to Supplier
pplier Create Order Confirmation

See configuration for this purchase order
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5. Rightclick > Print > Print to PDF > Print > Save as

**|f there are attachments to the PO, you will need to Click on the PO number in blue > Click on
Attachments**
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