F UNIVERSITY SERVICES

Job Aid:
PURCHASING How to Search for and Print a Purchase
Order in Doc Viewer

Note: Only those individuals assigned to the following groups have access to the USPURAP-PO report in Doc
Viewer:

D8000 74876 Univ Services Staff
D8000 76200 ACC Departmental Accountants

Step 1: Navigate to: https://docview.ais.msu.edu/ddrint/servlet/ddrintee

Step 2: Select Topic.
5 AIS Document Viewer

NHoR BXTE O
@ Enterprise Vieu|

L

E}-[&Hobius

B Topic

I'LJaReport,
Bl AL7ADFEE-1 ADMINISTRATIVE FEE REPORT
A1 7LEDG-01 CLASSIFICATION OF ACCOUNTS
@Bl AL7LEDG-02 CLASSIFICATION OF ACCOUNTS
AL 7MICRO-1 FUND LEDGER MICROFICHE
@ AL7MNTHY-1 FUND LEDGERS BY MAIL DROP
IBAUIMHY—Z FUND LEDGERS EY ACCOUNT NU

Step 3: Select PO, located under Topic.
Step 4: Select Locate.
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Step 5: Enter PO in the Topic ID field.
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Step 6: Enter the PO Number in the Topic Item field

Step 7: Click Enter



Step 8: Double click on the PO Number you want to view
E} 2650 6890-0 MITCHELL

Step 9: The PO will open

Step 10: From the PO window, select the printer icon from the toolbar
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Step 11: The print window appears

Step 12: Select All
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Step 13: Select the printer icon to print.
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