
APPENDIX 6

PRINT FORMAT TYPES

	PRINT FORMAT CODE
	DESCRIPTION
	EXPLANATION

	AAA
	Academic Support Services Order
	Academic Services Orders are processed by Peterson Purchasing Agents only.

	ACA
	Academic Support Services Cancellation Order
	

	ACH
	Academic Support Services Change Order
	

	ACN
	Academic Support Services No Print Order 
	

	ACO
	Academic Support Services Confirming Order
	

	ACC
	Academic Support Services Cash With Order
	

	BLK
	Blanket Order
	This is used for processing Blanket Orders for a specific period of time.

	BLN
	Blanket Order (no vendor copy)
	No-Print Blanket Orders such as Open Vendor purchase orders where we do not send documentation to any vendors.  

	CAN
	Cancellation Order
	When processing a cancellation, do not delete any items.  Remove the quantity when processing the order and that will bring the amount of the order to zero dollars.

	CHG
	Change Order
	Change Order format used to change the price, the item, the type of approval, etc. on the original order.

	CHN
	No Print Change/Cancellation Order
	

	CON
	Contract Blanket Order
	Contract Order for processing a Contract Blanket Order for a specific time frame when a contract is involved.  

	CTN
	No Print Confirming Phone Order
	No-Print Confirming Order is used when the vendor has already been given the ordering information including the purchase order number.  This does not generate a vendor copy of the purchase order.

	CTO
	Confirming Order (Phone or Fax)
	Confirming Telephone/Fax Order is used when the vendor has already been given the ordering information including the purchase order number but the vendor requires a copy of the purchase order be sent to them.

	CWO
	Cash With Order 
	Cash With Order is used when we need to send a check for the entire amount along with the purchase order to the vendor.

	NOP
	No Order Printed
	Order not printed would be appropriate when we are processing a Confirming Order where the event or services have already taken place and the order is being issued to process the invoice.

	REG
	Regular Purchase Order
	Regular Purchase Order format that is assigned when it is a one-time purchase, maintenance or rental order.   

	WTO
	Emergency Transaction
	Emergency Transaction Order is for purchase orders that need to be printed the same that we released them.   Usually orders are printed overnight.

	WTC
	Emergency Transaction Change Order 
	Emergency Transaction Change Order is what we use when we need to get the change order printed the same day that we did the change order.  Usually change orders are printed overnight.

	CAO
	Cash Advance Order
	Cash Advance Orders are used to process a partial payment to the vendor with the purchase order.


For more explanation, see IPP #43 (BLANKET-TYPE ORDERS)


