
How to Resend a PO

1

1

Make sure to set your 

display parameters 

accordingly.
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Click on your ‘Purchase 

Orders’ tile from either your 

dashboard view, or click the 

ellipsis ‘More…’ to find the 

tile.
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Click ‘Select’ to open the 

drop down menu, select 

‘Send me a copy to take 

action’.
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