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Abstract 
This job aide will show you how to find Legacy POs, Contracts, and Releases. 
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Overview 
Infor serves as the modern solution for work management, contract, and invoice processing. This 

document is intended to provide you with a step-by-step guidance on how to find Legacy POs, 

Contracts, and Releases. By reading this document at its entirety you will be able to: 

- Identify Legacy contracts and releases 

- Export a list of Legacy contracts/releases and their associated Purchase Order numbers. 

- Search for a Legacy purchase order. 

Begin by logging into the Suppler Portal. 

 

Supplier Portal 

1. Click Order Management. 

2. Click Orders. 
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Identifying the Legacy Contract and Release Number 
The Legacy contract and release number can be found under Reference 1. Reference 1 can be 

found on the Dashboard and on screens that display purchase orders (see examples below). 

 

 
Dashboard 

 
      Open Orders Tab 
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                          Purchase Order Details Header 

Exporting a List of Legacy Purchase Order Numbers 
You can export a list of Legacy Purchase Order numbers and their associated new Purchase Order 

numbers. 

Navigate to the Open Orders tab. 
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1. Click the three ellipses. 

 
2. Click Options. 

3. Click Export to CSV. 

 
4. Select CSV or Excel from the Format drop-down list. 
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5. Click Export. 

A message appears in the top right corner of the screen. 

 
6. Click the link in the message to open the Print Files screen. 

7. Click the View link for the file you want to open. 
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Searching for a Legacy Purchase Order 
To search for a Legacy purchase order, perform the following steps: 

1. Click the three ellipses. 

 
2. Click Search. 

 
3. Type in the Legacy purchase order number in the Reference 1 search field. 
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4. Press Enter. 
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