Edit a Purchase Order
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Both open and resolved purchase orders may be edited. A purchase order may be edited from the vendor record,
or from the Open Purchase Order list.

Once the purchase order is displayed, click on the Edit button at the upper right of the page.
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The Purchase Order is now in edit mode. Users may change information on parts or items, add new items or parts,
or delete items or parts. When finished making changes, click the Save button at the upper right of the Purchase
Order page.



Purchase Order -

andor « | Tri-Ec Warehouse

S] 50.00 Order Date = | 4/5/2022 = Couriar

PO# « | 10B0 Shipping Date

S], ?96.0[: Category = | T&M Service Tracking #

‘Work Order

‘S ] ' 9£"6 .00 Direct Expense : Ship To Address

i Export toExce
lram D iption Rate Amount

Eguipme




