
 

How to Print a Purchasing Document That Has Been Forwarded 
From Purchasing from Your Work Place In Box 

 
Assumption for screen below – you are already in your workplace. From your inbox, highlight 
the work item (the message from purchasing) and double-click your mouse. The screen as shown 
on the next page will be displayed 
 
 

 
 
 
 
 
 
 
 
 
 
 
 
 
 



 

 
 You can access the purchasing document one of two ways.  Select the attachment tab or select 
the referenced attachment line at the bottom of the page.  The next page displayed is when you 
select the attachment line at the bottom of the page. 
 
 

 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 

Select document one of two ways 
– select this tab or select this line. 



 

 
The purchasing document is displayed.  From this screen select the – Goto, >> List Display 
Command.  The page as shown on next page will be displayed. 
 
 

 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 



 

 
Select the Print button. The document will print to the printer established in you personal 
settings.  See next page. (If assistance is need in establishing a personal IRIS printer, see page 9) 
 
 

 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 



 

 
 
The second method is selecting the purchasing document from the attachment tab. When this tab 
is selected, the screen as shown on the next page will be displayed. 
 

 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 



 

 
 
 
Double click the line displayed in the attachment. 
 
 

 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 



 

 
The purchasing document will be displayed.  You can now use the Goto>>List display command 
to print the document as shown on page 4 of this document. 
 
 

 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 



 

 
The following instructions show how to establish a printer in your IRIS personal settings.  From 
any screen select the System>>User profile>>Own data command.  The screen as shown on the 
next page will be displayed. 
 
 

  
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 



 

 
From the screen that is displayed, select the Default Tab.  In the field Output Device field, input 
the default printer for your SAP printing.  In the field, you can invoke a drop down of printers 
that are available for default assignment.  If you need help locating your printer, select the 
binoculars from the bottom of the available printers list and input a value in the pop up box and 
select the binoculars.  Once you locate an appropriate printer, highlight and click the printer this 
action should populate the Output Device field as your default printer. 
 
 
 

 
 
 
 
 
 
 
 
 
 
 
 


