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Create Purchase Order from Requisition 

Audience: Purchasing 

Purpose: Create a purchase order to a supplier for goods/services. 

 Step Action 

1 Log into Oracle. Home Page -> Procurement  
 

 
2 Click the Procurement button. 
3 Click the Purchase Orders button. 
4 Click the Tasks icon. 

 
5 Click the Process Requisitions link. 
6 Highlight and select a requisition for processing. 



Job Aid PUR-013 

2  Last Updated 12/5/2019 

 
 

7 Click the Add to Document Builder button. 
 

 
8 Click in the Supplier field. 
9 Enter the Supplier into the Supplier field.  
10 Select a valid Supplier from the list. 

 

 
11 Click the OK button. 
12 Click the Create button. 
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13 Click the OK button. 

 
14 Click in the Description field and enter a description for the Purchase Order. 

 

 
16 Click the Schedules tab. 
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17 Click the Distributions tab. 

 
 

18 Click the Check Funds button. 
 

 
 

19 Click the OK button. 
20 Click the Manage Approvals button. 
21 Click the Cancel button to return to previous screen. 
22 Click the Submit button to complete the process. 

 
23 Click the OK button. 

 

 

 


