
 
How to  Find New PO #  in PS   For An Existing  PO on   LEGACY 
1.   Navigate:  Main Menu>Purchasing>Purchase Orders>Add/Update POs 
2.   Click on Find an Existing Value tab.   
3.   On Purchase Order Reference:  Click on contains and type old PO #. 
4.   Click Search. 
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5.   The new PO will open up.  Take note of your new PO ID.    
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