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Navigate to your Landing page on the Hub 

 

 

Select Financials 
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Select Purchase Order Inquiry and Reports 

 

 

Then select Standard PO Reports 
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The next screen allows you to further customize the report.  If you select the first option, 
Open PO by Account 
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Then you get this: 

 

 

This screen will allow you to drill down to your specific department, location, org, or object  
OR, if you want a report with all open Pos: 

 Choose the Define button and check box to sort by Department.  Click on Accept. 
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Then click on PDF for the report you have just completed. 

 

Your report should have the number of records listed in the lower left corner 
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Alternatively,  you can opt to run your Open PO report by your General Ledger (GL) account: 

 

 

Click on Open PO by Account 
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You can use the three horizontal dots to give you a list from which to select more specific 
information 

 



9 
 

 

You would click on the appropriate department and then Accept 

From there, you can PDF your report or download to Excel 
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