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Step 1. (How to fill out the purchase order) 
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Step 2. (Convert the Excel PSI Purchase Order into a PDF document)

1. Click the "File" tab. ...
2. Click "Export". ...
3. Click "Create PDF/XPS". ...
4. Name the file with the PO # and save the file.
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Step 3. (Submitting your parts order)

1. Verify all the applicable information you entered is correct and submit your PDF
PSI Parts Purchase Order through email to any one of the following PSI
Contacts.

• Nick.Thanepohn@psiengines.com
• alex.popa@psiengines.com
• john.nachman@psiengines.com

PSI Parts 1-630-350-9400 Ext: 45366 (Main) 1-630-350-9588 (Fax) 
PSI 1-630-281-7079 (Direct)  Toll Free 888-331-5769 

2. Copy Maintenance.Department@gvty.com in your email to PSI.

3. Be sure to upload all of your PDF PSI Parts Purchase orders into your Branches
assigned BOX folder in the PSI OEM PARTS Files & Procedures folder.

NOTE: An updated parts ordering process is already in the works between the Gravity Maintenance 
Department and PSI. This process will encompass eMaint integration, automated parts ordering and 
inventory visibility at the branches and the supplier. Anticipated roll out is coming very soon. You will all 
be notified of the specific launch date when that information becomes available. 
 

Please reach out to Maintenance.Department@gvty.com if you have any questions. 
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