CREATING A PURCHASE ORDER USING EXPEDITE REQUISITIONS
Menu Navigation:

· eProcurement
· Buyer Center
· Expedite Requisitions
You will be taken to the Expedite Requisitions panel where you will have to enter search criteria to find the requisition you want to expedite into a Purchase Order.

1. Business Unit

2. Requisition ID

3. PO ID Budget Year
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1.  Business Unit


Enter the business unit of the requisition for which you are searching.  This should default


to your normal business unit.

2.  Requisition ID



Enter the requisition number for which you want to create a Purchase Order.

3.  PO ID Budget Year


Enter the last two digits of the Budget year to be associated with this Purchase Order.

Once you have entered your search information click on the “Search” button and you should be given the lines to be sent to your Purchase Order.
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To locate requisition schedule lines that have been approved and are available for manual conversion into purchase orders, edit the crteria below and click the Search
button.
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Build Purchase Order

To send allincluded requisition schedule lines to the staging tables where they will be converted into purchase orders, selecta defauit buyer and click the Submit button.
The default buyer is used on the purchase order only if another buyer is not found on the staging tables or default hierarchy, o if the transactions are consolidate by
buyer.
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If you are creating a Purchase Order from a requisition that was built from QPA items, the Vendor Name will be filled with the appropriate vendor associated with the items.  If you are using requisition expeditor for a requisition that does not have QPA items and is not going through the RFQ process, you will have to select the vendor at this point.  To select the vendor you will need to click the magnifying glass next to the “Apply Vendor to Selected Lines” button. 
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To locate requisition schedule lines that have been approved and are available for manual conversion into purchase orders, edit the crteria below and click the Search
button.
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Vendor Name: a
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Build Purchase Order

To send allincluded requisition schedule lines to the staging tables where they will be converted into purchase orders, selecta defauit buyer and click the Submit button.
The default buyer is used on the purchase order only if another buyer is not found on the staging tables or default hierarchy, o if the transactions are consolidate by
buyer.
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You will be taken to a screen to search for the vendor you want to assign to the lines of the Purchase Order.  You can search for the vendor based on any of the criteria allowed.  We suggest that you search by changing the “Name 1” dropdown to “contains” and then entering a unique portion of the company name in the field and clicking the “look up” button.
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Once you have found the correct vendor click the vendor name and you will be taken back to the prior screen and the vendor name will be filled in the box next to the “Apply Vendor to Selected Lines” button.  You can click on the “Select All/Deselect All” link in order to check all lines before applying the vendor you have selected.  Alternately, you can check the box on each line under the “Select” column. Then click the “Apply Vendor to selected lines” button so this vendor will be tied to the lines.

A location will be tied to the vendor chosen, to make adjustments please see the section labeled “Changing the Vendor’s Addresses”.  

To select the lines you would like to build to the PO you will need to mark the check box under the “Include” column for each line.  If you would like all lines, you just need to click the “Include All/Exclude All” link underneath the list.  Once you have marked the lines you want on your PO the “Submit” button will become available to use.
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To locate requisition schedule lines that have been approved and are available for manual conversion into purchase orders, edit the crteria below and click the Search
button.
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To send allincluded requisition schedule lines to the staging tables where they will be converted into purchase orders, selecta defauit buyer and click the Submit button.
The default buyer is used on the purchase order only if another buyer is not found on the staging tables or default hierarchy, o if the transactions are consolidate by
buyer.
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Before submitting these lines to become a PO you will want to check the “Build POs as Approved” box.  This places the PO in “Pending Approval” status instead of “Open” status, eliminating processing steps.

Now click the “Submit” button to create your PO.  You can monitor the process to “Success” by clicking the “Process Monitor” link.  If you do not want to do this, go to the next step and continue the process.
