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27. At the Select New PO Status type a 5 this means 1st print.  Tab/Scroll to Fax PO online 
and type an X, tab to fax number type in the fax # you want it to print too for Budget 
Managers Approval.   (i.e.: 210-657-8969) 

 

 
 
28. Enter, this will send it to that fax machine and the screen will clear 
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29. Once Budget Managers Approval has been obtained you then fax the PO to the Vendor 
for processing.  Retain the PO & fax confirmation in the files pending receiving. 
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