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Locate your purchase order. You may have many. Click on the “document number” link. (THE Purchase
order number is to the right.)
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Click on the PRINT button
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You will see “Your request is being processed”
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Then you will see this box: Click open
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You will then see this. Click on the PDF file and then click open.
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This should do it for you. If you have any issues, please let me know ASAP.



Before you email me, make sure you know what version of Internet explorer you are using.
See screen shot below. Help > About Internet Explorer > Make sure you are using Internet
Explorer versions 7. Or if you are using 8, make sure you are in compatibility mode.

Also make sure your Zoom is at 100%. See screen shot below.
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Bottom right of screen should say 100%
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