Goal:

= TEACH

PUBLICEC SCHOOLS

How to Request a Purchase Order?

e Creating a Request

e Making a new Order Request

e How to submit an Order

Steps:

1. Select the Request tab within the left sidebar, and select Order.

2. Select the + Request order button.

3. On the new page, fill in the appropriate fields, including the Date Required

field.

4. Add item(s) to the request by using the following options.

Add a new item by clicking + Add New Item.
Import multiple items into the request by clicking 'Import order items'
and selecting a CSV file.

How to Import Order Items into a Request for Order.

Add item(s) via using PunchOut and Checkout Suppliers by clicking
the Supplier portal.
Select items from the Product Catalog by clicking Add from catalog.

Add the previously requested item by clicking on 'ltem History'.

5. Ensure the appropriate Approver is selected.

6. Click Submit request

Success! You've created your very own order request.
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