Print a Purchase Order

PROCUREMENT

PRINT PURCHASE ORDER

A Purchase Order must be printed in order to activate goods receiving

against the purchase order.

When using the Email option to send a Purchase Order, please note that it

will be mailed via the BPO Email Service on the server, not from your own
MS Outlook.

Ribbon Access: Procurement > Orders

= BPO: Version 2.1.0.64 - Example Company - m] *
Equipment and Locations Contract Finance and HR Inventory Maintenance and Prajects Manufacturing | Procurement | Sales Service Reporting Utilities

H 7 | = = = g
# H|E|® B& e E &
Suppliers | Requisitions | Orders |Expeditng Invoices Debit Returns GoodsReceived | Warranties  Claims
Naotes Notes
Master 4 Processing i ‘Warranties
Open Windows ~ | 16 Aug 2018 i

The Purchase Order Listing screen will be displayed.
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pECE I ST Print a Purchase Order

Select the Site and Status

* Select the site.
* In this image Durban has been selected.

< Purchase Order Listing - BPO: Version 2.1.0.64 - Eample Company = &
Home | Equipmentandlocations  Contract  FinanceandHR  Inventory and Projects Sales  Serviee  Reportng  Utiities - 2
Xow B 2 B LBLE- &
View Order  Delete - Savelayout Workspaces Print  Export | pew + | Refresh ‘
Format . Current
FOCode POType POClass Status Employeshiumber EventDate EventTime Comments  Notes
3
» PODOO0440  MAINT SUPPLIER N DUTOOL 13Mar 2018 10:24:27 Generated from sales order no. OROD00180
POD000448  MAINT SUPPLIER N MILOOL 17 Aug 2018 13:40:54
POD000443  MAINT SUPPLIER N MILOOL 17 Aug 2018 13:40:54
PO0000426  MAINT Y N MILOOL 20Feb 2018 22:45:02
POD000446  MAINT Y N MILOOL 15May 2018 13:58:37
PO0000427  MAINT Y N MUDOD1 0Feb 2018 22:46:50 Neededur... Nesded urgently
POD000428  MAINT Y N MUDOD1 0Feb 2018 22:46:56 test test
Open Windaws ~ || 16 Aug 2018

e Select the status.
e This must be set to New.
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pECE I ST Print a Purchase Order

Purchase Order Listing - BPO: Version 2.1.0.64 - Eample Company = &
Contract Finance and HR. Inventory and Projects [ Sales Service. Reporting Utilities - 2
= e RICTT -
Savelayout Workspaces Print  Export Refresh
Format Print
FOCode POType POClass Status Employeshiumber EventDate EventTime Comments  Notes
POD000440  MAINT SUPPLIER N DUTOOL 13Mar 2018 10:24:27 Generated from sales order no. OROD00180
POD000448  MAINT SUPPLIER N MILOOL 17 Aug 2018 13:40:54
POD000443  MAINT SUPPLIER N MILOOL 17 Aug 2018 13:40:54
PO0000426  MAINT Y N MILOOL 20Feb 2018 22:45:02
POD000446  MAINT Y N MILOOL 15May 2018 13:58:37
PO0000427  MAINT Y N MUDOD1 0Feb 2018 22:46:50 Neededur... Nesded urgently
POD000428  MAINT Y N MUDOD1 0Feb 2018 22:46:56 test test
Open Windaws ~ || 16 Aug 2018

PURCHASE ORDER

* Select the row of the purchase order that you wish to print.
e Click on Print.
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pECE I ST Print a Purchase Order

Purchase Order Listing - BPO: Version 2.1.0.64 - Eample Company = a X
quipment and Locations Contract Finance and HR. Inventory and Projects [ Sales Service. Reporting Utilities - &8 x
u S P h‘,
= ek
View Order  Delete ‘ o Savelayout Workspaces export | [New +| Refresh ‘
Maintain . Format Print .
FOCode POType POClass Status Requestorbame  AsseiDesc  SupplierCode  Supplierhame EventDate  |Eventfime Comments Notes
3
PODO00440  MAINT SUPPLIER N Bianca Du Toit SPRODL Sprint Distributors Local  13Mar 2018 10:24:27 Generated from sales order no. CRO000180
POD000448  MAINT SUPPLIER N Abigail Mine Copier  SPRODL Sprint Distributors Local 17 Aug 2018 13:40:54
POD000443  MAINT SUPPLIER N Abigal Mine Copier  METOO1 Metro Peach 17Aug 018 13:40:54
PO0000426  MAINT Y N Abigail Mine TONOO2 Tonys Copy Shop 0Feb 2018 22:45:02
POD000446  MAINT Y N Abigail Mine SPRO0Z Sprint International 15May 2018 13:59:37
PO0000427  MAINT ny N Judith Mudzengi SPROOL Sprint Distributors Local  20Feb 2018 22:46:50  Needed urgently  Needed urgently
HPDUHUUAZE MAINT Y N Judith Mudzengi TONoO2 Tonys Copy Shop 20Feb 2018 22:46:56  test test
Open Windaws ~ | 15 Aug 2018

CONFIRM PRINT

* A Report Generation message box will pop up asking;
° Do you want to print the purchase order [ ]?
* Click on Yes.
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TECHMNOLOGSTES

Pr

int a Purchase Order

3

View Order  Delete

| Home | Equipmentandlocations  Contract

=

Finance and HR

2)
e g Durban
e
Savelayout Workspacss | F Print  Export | |piew +| Refresh

Purchase Order Listing - BPO: Version 2.1.0.64 - Example Company

Inventory andProjects 1 Sales  service  Reportng  Utiities

Maintain
Links L
Enter text to se: L
POCode POType POClass Status Requestorbame  AssetDesc  SupplierCode  Supplerhame EventDate  |Eventfime Comments Notes
Functions A
POO0OD440  MATNT SUPFLIER N Bianca Du Toit SPROO1L SprintDistributors Locsl  13Mar 2018 10:24:27 Generated from sales order no. CRO000130
POO000448  MATNT SUPRLIER N Abigail Mine Copier  SPRODL SprintDistributors Local 17 Aug 2018 13:40:54
PODDOD443  MAINT SUPRLIER N Abigail Mine Copier  METOO1 Metro Peach 17hug 018 13:40:54
PO0000426  MATNT il N Abigail Mine TONDD2 Tonys Copy Shop MFeb 018 22:45:02
Addresses POO000446  MATNT il N Abigail Mine SPRO0Z Sprint International 15May 2018 13:58:37
POO000427  MAINT Y N Judith Mudzengi SPROO1 SprintDistributors Locsl ~ J0Feb 2018 22:46:50  Meeded urgently  Needed urgently
b PODO00428  MAINT NV N Judith Mudzengi TONOD2 Tonys Copy Shop 0Feb 018 22:46:56  test test
Report Generation

Do you want to print the purchase order PO00D04267

Yes

No

Open Windows v

| 16 Aug 2018

PRINT OPTION

e A Select th
with the fol

o

e option as desired screen will pop up will come up

lowing options

Print Order: This will open the purchase order in
report preview to view, print, export or email.

Email Order: This option will enable you to attach
documents and add recipients. The system will create
a pdf and email the order.

Print and Email Order: Both the report preview and

email screens will pop up.

* Select the option you require and click on Accept.

COo3
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pECE I ST Print a Purchase Order

< Purchase Order Listing - BPO: Version 2.1.0.64 - Eample Company = a X
| Home | Equipmentand Locations Contract Finance and HR. Inventory and Projects [ Sales Service. Reporting Utilities - &8 x
v 3 Y A
x R ]
View Order Delete | g Decine Savelayout Workspaces Export | [New + | Refresh
A Prir a -
FOCode POType POClass Status Requestorbame  AsseiDesc  SupplierCode  Supplierhame EventDate  EventTime Comments Notes
3
PODO00440  MAINT SUPPLIER N Bianca Du Toit SPRODL Sprint Distributors Local  13Mar 2018 10:24:27 Generated from sales order no. CRO000180
POD000448  MAINT SUPPLIER N Abigail Mine Copier  SPRODL Sprint Distributors Local 17 Aug 2018 13:40:54
POD000443  MAINT SUPPLIER N Abigal Mine Copier  METOO1 Metro Peach 17Aug 018 13:40:54
PO0000426  MAINT Y N Abigail Mine TONOO2 Tonys Copy Shop 0Feb 2018 22:45:02
POD000446  MAINT Y N Abigail Mine SPRO0Z Sprint International 15May 2018 13:59:37
PO0000427  MAINT ny N Judith Mudzengi SPROOL Sprint Distributors Local  20Feb 2018 22:46:50  Needed urgently  Needed urgently
» PODDO04Z8  MAINT Y N Judith Mudzengi TONoO2 Tonys Copy Shop 20Feb 2018 22:46:56  test test
ol — ==
Home
Accept | Cancel ‘

[Elrrint order

© Email Order

(O Print and Email Order

A
Open Windaws ~ | 15 Aug 2018

PRINT / PRINT AND EMAIL

Report Preview

* If you clicked on Print or Print and Email, the Report Preview
screen will be displayed.

* From here you can View, Print, Export or Email the purchase
Order.

* Close the Preview screen when you are done.
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Print a Purchase Order

{¥=} — =
IFlIa View Es(kgruundl
p s e dabBE- & mwe Jald -3 -]
Purchase Order
Example Company
StreetNo and Road Name POBox 1234
Area New Town
City Durban
South Africa South Africa
0000 1234
RegMNo.: 0000000asad4521 Fax No.: 031124545
VAT No.: 0000000 Tel No.: 031 123 4567
Document Ref.: PO0000428
Date : 20 Feb 2018
Description :
Your Details :
Company Name: Tonys Copy Shop
CompanyCode: TONDO2
ContactName:  Tomy
TelNo. : 031 456 7895 Ext.:
Fax o.: 031456 7878
Email : teny@email.co.za
Address : 147 March Road
Forest Hills
Postal Code : 1234
Province : Country :
pul Item Code Supplier Code  Item Description Currency Unit Cost Qty Cost
i 2020856 Drum R 250.00 : 25000
Sub Totall ZAR 250.00
VAT] ZAR 35.00
Totall ZAR 285.00
Order Notes :
o
Page1of 1 100% (=) n

EMAIL OR PRINT AND EMAIL

Email Purchase Order Screen

* |f Email or Print and Email is selected as shown in the image,
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TECHMNOLOGSTES

Print a Purchase Order

%i Home | Equipmentand Locations

Contract

Finance and HR

Purchase Order Listing - BPO: Version 2.1.0.64 - Example Company - o %

Inventory and Projects Sales  service  Reportng  Utiities

View Order  Delete

E X o

Approve

| Savelayout

Durban - &

~ Refresh

<%

Print  Export

=)

Workspaces | P

New

Maintain
Links n
FOCode POType POClass Ststus RequestorName  AssetDesc  SupplierCode | Suppleriiame EventDate  EventTime Comments Notes
Functions A
PODO0D440  MAINT SUPPLIER N Bianca Du Toit SPROOL Sprint Distributors Local 13 Mar 2018 10:24:27 Generated from sales order no. OR0000190
PO0DD00448  MAINT SUPPLIER N Abigail Mine Copier SPROOL Sprint Distributors Local 17 Aug 2018 13:40:54
PO0DD00448  MAINT SUPPLIER N Abigail Mine Copier MET001 Metro Peach 17 Aug 2018 13:40:54
PO0OD00426  MAINT N N Abigail Mine TONDDZ Tonys Copy Shop 20Feb 2018 22:45:02
Addresses » PODDO0446  MAINT Y N Abigail Mine SPRO0Z Sprint International 15May 2018 13:59:37
¥ Select the option as desire =B
9 i | Home |
el ctions d

Accept | Cancel ‘

Processng 4|

© Print Order

Gemail Order
[Ofprint and Email Order

Open Windows +

| | 16 Aug 2018

 then the Email Purchase Order: [ ] screen will be displayed.

° Employee : This will auto populate with the employee
who is currently logged on to the system.

° From: Type in the email address of the employee
above.

° To: An email address will pull through here if you
have an EMAIL configured on the supplier in the
Ordering Details section of the Details page. No addi-
tional addresses can be search for, but you can type in

additional email addresses (separated by a semi-colon).
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Print a Purchase Order

° CC: No addresses will pull through here, or can be
searched for, but you can type in additional email

addresses (separated by a semi-colon).

s Email Purchase Order : PO0000446 - BPO: Version 2.1.0.64 - Example Company = o X
| Home O T tac N e Sl e e i PRea i RS R W R S
X :
=<
Delete Save Back
Attachment ‘
Employee Belinda Sharman -|*
From
To P
(o o
Attachments  _PO0000446.pdf o
Subject
Message
Open Windows ~ | 16 Aug 2018

* BPO will create a PDF of the purchase order and attach it auto-
matically. If you wish to include additional attachments, click on
the search button in the Attachments field.
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Print a Purchase Order

< Email Purchase Order : POD0D0446 - BPO: Version 2.1.0.64 - Example Company
| Home | Equipmentandiocations  Contract  FinanceandHR  Inventory andProjects 1

Sales  service  Reportng  Utiities
% I
=
Delete  Save  Back
Attachment ‘

Employee | Belinda Sharman =¥

From |Bsharman@noemail.com

To | drowe @noemai.com i

€C | jking@noemail.com p

Attachments | _PO0000446.pdf Iﬂ

Subject e

Message

Open Windows v

| 16 Aug 2018

* A Select File screen will pop up.
1. Browse to the file location.
2. Click on the file.
3. Click on Open.
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TECHNOLOGTI=S Print a Purchase Order

= Email Purchase Order : POODODA4E - BPO: Version 2.1.0.64 - Exarple Company - a x
Home | Equipmentandlocatons ~ Contract  Fimanceand HR  Inventory andProjects Sales  Service  Reporting  Utiities - & X
. L1}
X W@
Delete Save Back
Jattachment
Employee  Belinda Sharman =
From  Bsharman@noemail.com *
To |drowe@noemal.com Pl
€C | jing@noemail.com R
Attachments = _PO0000448.pdf b
] ¥
Stilpoct « - > ThisPC » Documents v || | Search Documents »
P | Organise = New folder ~ m @
A Name Date modified Type Sze A
# Quick access - - - -
@] BPO2_HelpFile_CountAnalysis_AbiWorkl 2018/01/30 10 Microsoft Excel W... 88
B Desktop *
@7 BPO2_HelpFile_CountAnalysis AbiWorkl...  2018/01/30 1234 AM  Microsoft Excel V 88
EB e o BPOZ_HelpFile_CountAnalysis AbiWorkl..  2018/01/0512:28PM  Microsoft Excel V 87
BPO2 ManualOld * BPO2_HelpFile_CountAnalysis AbiWorkl..  2017/11/28 1 Microsoft Excel V 04
BPO2_Manuals * 37 BPO2 HelpFile_Progress (version 1) (versi. Microsoft Excel W... 109
AbigailProjects BPO2_HelpFile Progress (version 1) (versi Microsoft Excel W... 101
Madeap Flare Tips and tricks || BPO2 Manuals.7z TZFile
., i l@ Company Name.docx Microsoft Word D..
| | Contracts.xml XML Document
@ OneDrive - CO3 Technologies (P Docurments - Shortcut Shortcut 1
: L 1
. This pC A Music - Shortcut Shortcut
. Pictures - Shortcut Shortcut 1
3D Object:
W=D Ok 85 TestFlareWordDoc.doce @ 2018/08/111116PM  Microsoft Word D... 12
I Deskiop [ TestFlareWordDoc xmi 2018/08/11 11:21PM XML Document 2
TestFlareWordDoc2.decx 2018/08/11 11:34PM Microsoft Word D... 12 v
Custom Office Templates ¥ < >
File name: | Company Name.docx ~| [Anies ¢ |
@ —;l Open | Cancel
pen Windows + | 15 Aug 2018

* The additional document's file path will now be displayed in the
Attachments field.

EMAIL SUBJECT

* Subject: Type in the email subject
* Message: Type in the email message.
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Print a Purchase Order

b Email Purchase Order : POODD0AL5 - BPO: Version 2.1.0.64 - Example Company = = X
Home Equipment and Locations Contract Finance and HR. Inventory and Projects N Procurement Sales Service. Reporting Utilities - &8 x
~ ‘
8 @
Delet=  Save  Back
Attachment

Employee | Belinda Sharman =¥

From |Bsharman@noemail.com

To | drowe @noemai.com i

©

€C | jking@noemail.com

Attachments _PO00

Open Windows + | 16 Aug 2018

SAVE EMAIL

* When you have finished adding details to the Email Purchase

Order: [ ] screen, click on Save.
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Print a Purchase Order

% I Email Purchase Order : PO00D0446 - BPO: Version 2.1.0.64 - Example Company = =]

Home Equipment and Locations Contract Finance and HR. Inventory and Projects N Sales Service. Reporting Utilities - 2

Delete | Save | Back
Attachment

Employee | Belinda Sharman =¥

From |Bsharman@noemail.com

To | drowe @noemai.com i

©

€C | jking@noemail.com

Attachments |_PO0D00446. pdf o
Company Name.docx

Subject |Drum Order

Message |Dear David
Please find attached the purchase order for the drum as discussed telephonically.
¥ind regards

Belinda Sharman

Open Windows + | 16 ug 2013

* The purchase order will now be removed from the Purchase

Order Listing screen where the status is set to New.
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Purchase Order Listing - BPO: Version 2.1.0.64 - Eample Company = a %
Contract Finance and HR. Inventory and Projects [ Sales Service. Reporting Utilities - &8 x
@ —— =
o £ 3‘*
g =] -
£ & BB = A 8
View Order  Delete Savelayout Workspaces Print  Export Refresh
Maintain 2l Process Format 4 urrent
Links n
Enter o ]
FOCode POType POClass Status Requestorbame  AsseiDesc  SupplierCode  Supplierhame EventDate  EventTime Comments Notes
3
» PODOO0440  MAINT SUPPLIER N Bianca Du Toit SPRODL Sprint Distributors Local  13Mar 2018 10:24:27 Generated from sales order no. CRO000180
POD000448  MAINT SUPPLIER N Abigail Mine Copier  SPRODL Sprint Distributors Local 17 Aug 2018 13:40:54
POD000443  MAINT SUPPLIER N Abigal Mine Copier  METOO1 Metro Peach 17Aug 018 13:40:54
PO0000426  MAINT Y N Abigail Mine TONO2 Tonys Copy Shop 0Feh 2018 22:45:02
P P E—
nstructions
Open Windaws ~ || 16 Aug 2018

VIEW PURCHASE ORDER IN PRINTED STATUS

* |t can now be found in the Purchase Order Listing screen where
the status is set to Printed.
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P ECIEC T R Print a Purchase Order

- Purchase Order Listing - BPO: Version 2.1.0.64 - Example Company = a

and Projects N Sales Service. Reporting Utilities - 2

Home qulp!!\_sr\t and I:ﬂ_mtllins F_Armact : ﬂnanne ar\d_ HB ]_r_wer\t?_r_y I
b4 ' & &
View Order  Delete & Dedine Save Layout er?svuacﬁs Print Collection  Print  Export Refresh

POCode « POType POClass Status ReguestorName AssetDesc  SupplierCode  SupplierName EventDate EventTime Comments Notes

.
PO0000332 MAINT INV P Bianca Du Toit SPROOL Sprint Distributors Local 18 May 2017 14:10:12
PO0000335 MAINT NV P Judith Mudzengi SPROOL Sprint Distributors Local 18 May 2017 15:57:59
PO0000336 MAINT INV P Judith Mudzengi SPRO02 Sprint International 18 May 2017 15:57:59
PO0000338 MAINT TNV P Judith Mudzengi SPRO02 Sprint International 19 May 2017 09:41:43
PO0000340 MAINT INV P Bianca Du Toit SPROOL Sprint Distributors Local 19 May 2017 10:58:09
PO0000341 MAINT SUPPLIER. P Belinda Sharman SPROO1 Sprint Distributors Local 18 May 2017 11:02:31
PO0000345 MAINT INV P Judith Mudzengi SPROOL Sprint Distributors Local 19 May 2017 12:23:26

y st POD000347  MAINT Iy P Judith Mudzengi SPRODL Sprint Distributors Local 19 May 2017 12:27:39

PO0000348 CAP ASSET P Judith Mudzengi SP2020 SPROOL Sprint Distributors Local 22May 2017  09:48:11
PO0000343 CAP ASSET P Bianca Du Toit Staple Unit  SPROOL Sprint Distributors Local 22 May 2017 12:48:52
POO0D00359 MAINT INV P Judith Mudzengi SPROOL Sprint Distributors Local 29 May 2017 09:30:06
POOD00373 CAP ASSET P Belinda Sharman SUP0OL Buy Back Supplier 20 Jun 2017 15:43:18
POOD00375 CAP ASSET P Bianca Du Toit SUPOOL Buy Back Supplier 21Jun 2017 15:11:58
POOD00376 CAP ASSET P Judith Mudzengi SUP0OL Buy Back Supplier 04 Jul 2017 09:17:53
POOD0D331 MAINT SUPPLIER P Judith Mudzengi 5P2020 ... METOO1 Metro Peach 13ul 2017 14:39:57
POOD00332  MAINT SUPPLIER P Judith Mudzengi K147Ky... SPROOL Sprint Distributors Local 18 Jul 2017 13:00:54
POO0D00333 CAP ASSET P Judith Mudzengi SUP0OL Buy Back Supplier 19 Jul 2017 13:06:16
POOD00335 MAINT SUPPLIER P Judith Mudzengi 5P19-12... MET0O1 Metro Peach 25 Jul 2017 12:17:28
POOD00336 MAINT SUPPLIER P Judith Mudzengi 5P18-12... 5PROOL Sprint Distributors Local 25 Jul 2017 12:21:08
POODO0404  CAP ASSET P Bianca Du Toit SUP0OL Buy Back Supplier 30 Oct 2017 13:22:42
POODO0405 CAP ASSET P Bianca Du Toit SUPOOL Buy Back Supplier 30 Oct 2017 13:34:07
POOD00408 MAINT SUPPLIER P Bianca Du Toit SPROOL Sprint Distributors Local 09 Nov 2017 10:45:46
POODO0411 MAINT NV P Bianca Du Toit SPROOL Sprint Distributors Local 27 Nov 2017 14:44:51
POOD00427  MAINT INV P Judith Mudzengi SPROOL Sprint Distributors Local 20 Feb 2018 22:46:50 MNeeded urgently  Needed urgently
POO0D00428 MAINT NV P Judith Mudzengi TONODZ Tenys Copy Shop 20Feb 2018 22:46:56 test test
POOD00430 MAINT NV P Abigail Milne YESOO1 Young Electric 08 Mar 2018 09:59:44
POODO0431 MAINT INV P Abigail Milne YESOO1 Young Electric 08 Mar 2018 19:55:22
POOD00434  MAINT NV P Abigail Milne 1111 AB Goods 08 Mar 2018 09:53:27
POODOD436 MAINT NV P Abigail Milne SPROOL Sprint Distributors Local 09 Mar 2018 10:14:13
POOD00437  MAINT INV P Abigail Milne YESOO1 Young Electric 13 Mar 2018 10:16:26
POOD00438 MAINT NV P Abigail Milne SPROOL Sprint Distributors Local 13 Mar 2018 10:16:26
POOD00438 MAINT INV P Abigail Milne SPROOL Sprint Distributors Local 13 Mar 2018 10:23:57
POOD00444  MAINT INV P Abigail Milne 111 AB Goods 11 Apr 2018 14:17:24

PI POOD00446 MAINT INV P Abigail Milne SPRO0Z Sprint International 15May 2018  13:59:37
POODO0447  MAINT INV P Abigail Milne YESOO1 Young Electric 14 Aug 2018 13:26:31

:

Open Windows v | 16 Aug 2018

MNU.054.002
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