How to print a new Stock PO in VendorNet.
This document will provide you all the tools necessary to understand how to print new Stock Purchase Orders (a.k.a. Stock PO’s) in VendorNet. There are many screen shots in this document. To help you quickly identify important places on the screen we have added dashed oval (like this,
[image: image1] ). If at the end of using this document you are still having trouble printing or are receiving errors during the print process go to the end of this document for problem resolution tips. 
**Important Note**

Printing out new orders from VendorNet is a key function of the VendorNet process. Upon receipt of a new order notification, be sure to print your new order as soon as possible. Your ability to acknowledge orders, and ultimately create shipping labels and ASN information begins in the Printing stage. 

Steps to Follow

1. Log on to VendorNet

2. Click on the word “Print” on the left hand side of the screen underneath the “Customer Serivce” box.
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3. This will bring you too a screen like this. 
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4. Click on Print New Orders in the upper right had side of the screen.
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5. On the new screen the last step brings up click the “Click Here” to start printing. 
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**Important Note**
The next steps should be automatic for Word XP users. Please note that if you are using an older version of Word (i.e. Word 2000 or Word 98) you will be prompted to print by Word. Click “Ok” when you are ready to print.
6. After clicking on the “Click here” you will get a screen looking like this. 
[image: image6.png]loading Orders - Microsoft Internet Explorer

Please wait...

‘The order data is currently being collected





7. At this point your anti-virus program my register this process as a malicious script. That is just to get your attention. ActiveX controls are being used for the sole purpose of printing out your new orders. To stop this from occurring for this process only, select “authorize this script” from the drop down menu if you are using Norton Antivirus. If you have a different anti-virus please consult your in-house tech support. 
8. Next you should see your Microsoft Word program open up. If it’s XP it will print automatically, if not you will be prompted to print. (See notes above step 6 for more info.)
9. Word will then kick off printing of your new Stock PO

10. Word will then automatically close and the “Please Wait…” window will close. 

11. You will be returned to the Welcome screen once it’s finished processing. 

Problem Resolution Tips:

A. If you are experiencing problems with printing please check that you have the words Trusted Sites and a Green circle with a white check mark in  the lower right hand corner of your screen (see example). If you don’t please send an email to vtg@ccsginc.com for further assistance. 
[image: image7.png]@ Trusted sites





