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Revision Control 

 
VERSION DATE NAME COMMENTS 

1.0 6/22/2016 Aaron Dise Initial Release 

1.1 12/19/2016 Aaron Dise UWSYS Updates 

1.2 1/26/2017 Aaron Dise Budget Check Updates 

1.3 2/15/2017 Aaron Dise PO Reference Field and Account Update 

1.4 3/9/2017 Aaron Dise Additional option for reqs stuck in 

processing 

1.5 3/10/2017 Denise Mcdonald Added comment on Matching Exceptions 

and PO Email dispatch options 
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Budget Check 

The steps below describe the process of budget checking Approved Requisitions prior to 

Expediting/Sourcing to a Purchase Order.  

 

If you need to approve the requisition, go to the eProcurement Approver Document on 

the SFS Documentation & Training Team Site. 

 

Budget Checking Approved Requisitions 

 

1.  Follow the path below to the Manage Requisition page. 

     Main Menu > eProcurement > Manage Requisitions 

 

 
 

2.  From the Manage Requisition Page select the Requisition Status of Approved and the 

appropriate Business Unit and Dates.  Click Search. 

 
 

3.  Find the Requisition to Budget Check. Use the <Select Action> drop down menu to 

the right, and select “Check Budget.”  

 

Click Go.   
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4. The Approved Requisition is now Valid and available for Expedite/Sourcing. See the 

below. 

 

. 
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Expedite Requisition 

The steps below describe the business process of converting a Requisition to a Purchase 

Order.  

 

1. Follow the path below to the Expedite Requisitions page. 

Main Menu > eProcurement > Buyer Center > Expedite Requisitions 

 

 
 

2. Enter your Business Unit and click  to view all available requisitions 

for sourcing.   

 
 

3. Verify the Vendor Name field is populated. The requisition cannot be sourced 

without a Vendor.  

 

4. Verify the Default Buyer ID field is populated. If an update is needed, please 

make it at this time. This will be the Buyer ID you want on the Purchase Order. 
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5. Click  on the include All/Exclude All the lines you wish to expedite to a PO. 

 
 

6. Click  to build the PO as Approved. 

 
 

7. Click  Those lines are currently in process of becoming a purchase 

order.   

 

8. Go to the bottom of the page, and Click   

 
 

 

9. Click Refresh until the Run Status equals Success.  Once the process has run to 

Success. Click   to Expedite other requisitions as 

needed.  If no others to expedite, go to the next step.  
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10. Verify the requisition has become a Purchase Order. 

Main Menu > eProcurement > Buyer Center > Procurement Processes > 

Sourcing Workbench 

 
11. Enter, at minimum, the below: 

a. Business Unit 

b. Buyer Empl ID 

c. Other search criteria can be entered to limit the number of results 

 

12. Click  . If the PO was created, the *Stg Status should say Completed. 

 
 

13. Completed POs are now available for dispatch.  The new Purchase Order ID is 

listed to the right of the Requisition ID.  

 

14. Click the blue hyperlink under Purchase Order, to view the PO details.  

 

 

 

 

 

 

 

 

 

 

 

 



 

4/21/2017 9 of 21 

15. You will be taken directly to the created PO. 

 
 

16. If no issues with the creation of the PO, go to the PO Updates section, listed 

further down.  

 

17. If errors were encountered, proceed to the next steps, where you can try 

expediting again (step 18) or creating the PO by copying the requisition (step 22).  

 

18. In most cases the Stage Status will be complete and you’ll see the PO ID.  

However, in some cases if the process didn’t complete or the line(s) were in error, 

you will need to follow the steps listed below. 
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19. Change the *Stg Status to ‘Reset Req and Purge’, Click    

 

 
 

20. Follow the same Expedite Steps above to source this requisition to a Purchase 

Order. 

Main Menu > eProcurement > Buyer Center > Expedite Requisitions 

 

21. POs should have been created and are now available for dispatch.  Click the blue 

hyperlink associated to the PO to view the PO details and proceed to the PO 

Updates section of this document, listed further down. 

 
 

22. If there is still an issue with the requisition, follow the steps below to create the 

purchase order from the requisition using the copy function. 

 

23. Change the Stage Status to ‘Reset Req and Purge’, Click . Proceed to the 

PO entry page.   
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24. Access the PO Entry page using the below path.   

Main Menu > Purchasing > Purchase Orders > Add/Update POs 

a. Populate the Vendor and Vendor ID fields. This must be populated prior 

to the Requisition Copy. 

 

b. Select the Copy From drop down highlighted below and select 

Requisition. 

 
 

25.   Enter the Requisition ID and click Search. Click  . Click 

.   
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26. Click .  The PO has been created.  Proceed to the PO Updates section 

of this document. 
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PO Updates  

The steps below describe the changes required from the Buyer once the Requisition is 

sourced to a Purchase Order.  

 

1. Go to the Add/Update PO page. 

Main Menu > Purchasing > Purchase Orders > Add/Update POs 

 

When a PO is built from a requisition, the PO Reference gets populated with the 

Requisition ID. The UWSA Purchasing Group currently utilizes the PO Reference 

field for other purposes.  You can remove the Requisition from the Reference 

field and populate with the desired information.   

 

If required you can still view the Req ID via the Distribution for Schedule page, 

Req Detail tab shown below in the second screenshot. 
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1. Update the Category once the Req has been sourced to a Purchase Order.   

 

The Buyer will need to go the chartfield tab, to take note of the Account Code 

from the Requisition. Changing the Category from 0000 to a new category 

will wipe out the Account Code.  

 

The page below shows the effect of changing the category and the account being 

wiped out on the Distribution Page. Once you change the category, go to the 

chartfields tab and re-enter the Account code. The PO will not save without a 

valid Account Code.  

 

 
 

 

If you did not note the account code before updating the category, go back to the 

Manage requisition page and view the requisition to get the account code. 

 

Main Menu > eProcurement > Manage Requisitions 
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2. If Matching has been implemented at your site, flag the PO as “Amount Only.”  

This will prevent unnecessary Match exceptions based on quantity. See the below 

screen shots.  Please note, flagging a PO as “Amount Only” will be change the 

PO quantity to 1, if it is not already at 1, and change the merchandise amount. 

a. Click the Line Details button to view the Details for Line page. 

 
 

3. Expand Attributes and check off  the box next to “Amount Only.” Click OK and 

save the PO. A message may appear confirming you are OK with a PO quantity of 

1, select “OK.”   

 

 
 

4. Once all the PO updates are completed, the steps/process of managing a PO will 

be the same as before. You can Dispatch using the Print or Email Function.  

Instructions on PO Email Dispatch are listed below.   
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PO Email Dispatch 

Dispatching the PO using Email allows you to electronically send the dispatched PO 

directly to the vendor.  It is recommended that once a valid email address is obtained for 

a vendor, it should be added to the Vendor file on the Vendor Address tab for future use.  

This will allow the email address to be automatically populated in the PO Email Dispatch 

Options Page.  

 

Please note, these types of updates should be forwarded and handled by your 

Accounts Payable group. 

 

 
 

People Soft provides 3 ways to electronically dispatch a PO via Email. 

i. Buyer’s Workbench 

ii. Overnight Batch Job 

iii. Select PO Email Dispatch from Maintain Purchase Order Page. 
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Below are the steps to electronically dispatch the PO from the Maintain Purchase Order 

Page. 

Main Menu > Purchasing > Purchase Orders > Add/Update POs 

 

1. Once the PO has been Approved, Budget Checked, and Saved, use the drop down 

menu next to Dispatch and Select Email. Once you select “Email” Click the 

Dispatch Button. 

 

 
 

2. Update the email addresses, if required and click “OK.” 
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3. The Below Message will appear.  Click “Yes” to electronically dispatch the PO to 

the Vendor. 

 
 

4. You will be brought back to the Maintain Purchase Order Page.  You are done.  
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PO Email Dispatch with Attachments 

The below screen shots provide instructions on including attachments with email 

dispatched PO’s. 
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