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Finance Manager: 
Accounting 

Remote PO Printing 
The Remote PO Printing routine provides two options for computer purchases that have already been printed and posted.  
These options are Purchase Orders to Print and Purchase Orders to Re-Print. 

The Purchase Orders to Print option is used to print those specific copies of a PO that were chosen NOT to be printed 
at the time the computer purchase order was printed and posted.  For example, your organization prints three copies of 
each PO – a Vendor Copy, a Receiving Copy, and a File Copy.  Perhaps you chose to print the Vendor Copy of the PO, but 
opted NOT to print the Receiving or File Copies in the Print/Post PO process. 

The Purchase Orders to Re-Print option is used to print a watermarked copy of a purchase (e.g., Vendor Copy, 

Receiving Copy, etc.) that has already been printed and posted. 

The appropriate buildings must be flagged in order for the logged in user to view purchase orders linked to those 
buildings.  In addition, the appropriate PO Copy Names must be flagged in order for the logged in user to be able to print 
those PO copies via the Remote PO Printing routine.  NOTE:  We recommend that only the PO copies that are to be 
printed through the Remote PO Printing routine be checked, rather than flagging all copies, to limit the amount of PO 
information that nVision must load into the Remote PO Printing window.  
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Access to Remote PO Printing 

1. In nVision Accounting, under the Data Entry menu, open the Purchase Orders submenu.

2. Click the Remote PO Printing option.  The Remote PO Printing window displays.

Purchase Orders to Print 

1. In the View drop-down, select Purchase Orders to Print.

2. The Fiscal Year defaults to the current year.  Using the drop-down, change the Fiscal Year if needed.

This listing window displays those specific PO Copy Names that were chosen NOT to be printed at the time the 

computer purchase order was printed and posted.  Remember that this window only displays POs based on your 
Remote Printing Building and PO Copy Permissions established in your User Login record.   

3. If needed, use the filters at the top of the window to filter the window by Vendor, Building, PO Copy Name, or
Requestor.
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Using the filters 
Below is an example of the Requestor filter. 

You can choose a specific requestor to restrict the window to POs linked to that requestor. 

POs linked to the selected requestor are now displayed on the window.  The default secondary sort is by PO 

Number.  To change the secondary sort to be by Ship to Contract, hold the Ctrl key and click on the Ship to 
Contact column header. 
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POs are now displayed by Requestor and then by Ship to Contact. 

4. Highlight one or multiple purchase order copies to be printed; check Select All to highlight all copies in the listing.

5. If needed, use the Print To drop down to change the default printer.

6. Check the Include Change Order Details box so that any liquidations and/or increases to the selected POs will

be reflected as a **Change Order** under the Item Description column and show the liquidated/increased
amount in the Extended Cost column on the printed PO.

7. Click  to print the selected PO copies.  nVision displays a prompt that indicates the number of 
purchase order copies that were printed. 

Click OK at the prompt. 
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Purchase Orders to Re-Print 

1. In the View drop-down, select Purchase Orders to Re-Print.

2. The Fiscal Year defaults to the current year.  Using the drop-down, change the Fiscal Year if needed.

This listing window displays those copies of a purchase order (e.g., Vendor Copy, Receiving Copy, etc.) that have 
already been printed and posted.  Remember that this window only displays POs based on your Remote Printing 

Building and PO Copy Permissions established in your User Login record.   

3. If needed, use the filters at the top of the window to filter the window by Vendor, Building, PO Copy Name, or
Requestor.

Using the filters 
Below is an example of the Requestor filter. 

You can choose a specific requestor to restrict the window to POs linked to that requestor. 
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POs linked to the selected requestor are now displayed on the window.  The default secondary sort is by PO 

Number.  To change the secondary sort to be by Ship to Contract, hold the Ctrl key and click on the Ship to 
Contact column header. 

POs are now displayed by Requestor and then by Ship to Contact. 
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4. Highlight one or multiple purchase order copies to be printed; check Select All to highlight all copies in the listing. 

 

5. If needed, use the Print To drop down to change the default printer.   
 

6. Check the Include Change Order Details box so that any liquidations and/or increases to the selected POs will 
be reflected as a **Change Order** under the Item Description column and show the liquidated/increased 

amount in the Extended Cost column on the printed PO. 
 

7. Click  to print the selected PO copies.  nVision displays a prompt that indicates the number of 

purchase order copies that were printed. 
 

 
 

Click OK at the prompt. 
 

 
06012022 

Since this purchase order was 

already printed, a ‘COPY’ 
watermark is displayed on the 

reprinted copy. 

 
In our example, the ‘Include 

Change Order Details’ box was 
checked.  PO 2 was partially 

liquidated.  Note the Item 
Description column is flagged as 

**Change Order – Liquidate 

PO** and the Extended Cost 
column shows the liquidated 

amount. 


