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HOW TO LOOK UP A MAINTENANCE P.O.

1 From the “Main Menu” SELECT 
the option for the “CUSTOMER 
SERVICE SALES MENU SL1”.

2 Then, SELECT option 28 
“MAINTENANCE PO REVIEW”.

3 ARROW OVER to “FIND” and 
press <ENTER>.
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4 You can then lookup the information 
by either the VEHICLE NUMBER or 
P.O. NUMBER.  To lookup a vehicle, 
TYPE the VEHICLE NUMBER and 
press <ENTER>. To lookup a P.O. 
number, first ARROW DOWN to the 
P.O.# line and then TYPE your P.O. 
NUMBER and press <ENTER>. 

NOTE: Searching by P.O. will skip 
the next two steps.

5 Press <ENTER> ONE MORE TIME 
to display all of the P.O.’s that have 
been created for the vehicle.

6 The MOST RECENT P.O. WILL 
DISPLAY ON THE BOTTOM. Scroll 
up to locate the desired P.O. to 
review the detail on it.
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7 Once the P.O. has been located, 
press <ENTER> to display the 
INDIVIDUAL P.O. DETAIL. 

8 When you are  finished viewing 
the P.O., press <ESCAPE> to 
return to the main screen.

To view another P.O., ARROW 
OVER to “HISTORY” and 
press <ENTER>.

9 SCROLL through the P.O. 
history and then press <ENTER> 
to view the desired P.O.
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