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How to open the PDF version of a PO from the Email Notice 

Users will utilize this work instruction to access a PDF version of the PO.  

1. When Oshkosh creates a PO or makes changes to a 
PO an email notification is sent to the supplier from 
no-reply@jaggaer.com 
 

• The first link will take you to Jaggaer log in and then to 
the order summary screen 
 

• The second hyperlink is a downloadable version of the 
PDF to print/save the PO 

 

2. NOTE: There is a link to the PDF version of the PO 
within the email 
 

• To follow the link, the user MUST already be logged into 
Jaggaer; if not, user will receive “Permission Denied” 
warning 
 

• Optional: The PDF is defaulted to open in “Landscape” 
view, if you would like to open in a “Portait” view you will 
need to edit the hyperlink to remove “landscape” and 
input “portrait” 

 

3. A pop-up of the downloaded PDF will appear in 
downloads 
 

• By clicking on the file, the PDF will open in your 
defaulted PDF reader   

4. All PO’s must be confirmed within the Jaggaer 
Application by navigating to the purchase order in the 
order summary screen. 

 

End Job Aid.  
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