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Update Buyer on Approved Purchase Order 

Audience: Procurement Manager, Category Manager, Buyer 

Purpose: You can run a process to reassign purchasing documents from one buyer to another, 
including purchase agreements, contract agreements and purchase orders. To run the process, 
use the Reassign Purchasing Documents task, from the Purchase Agreements or Purchase Orders 
work area. 

Note: To use the Reassign Purchasing Documents task you must have a role with the Reassign 
Purchasing Document privilege.  This job aid will assist you with the task of updating a Buyer 
name on approved Purchase Orders. 

 Step Action 

1 Sign into Oracle. Home -> Procurement -> Purchase Orders -> Tasks icon 

 
2 Click on the Reassign Purchasing Documents link under Administration. 

 



Job Aid PUR-040 

2  Last Updated 12/5/2019 

 
3 Click on the Submit New Process button. 

 
4 Select on the Document Type list. 
5 Click on the Purchase Orders menu item. 
6 Click on the Procurement BU list. 
7 Click on the Old Buyer drop-down icon. 
8 Select the Old Buyer name to be updated. 
9 Click on the New Buyer drop-down icon. 
10 Select the New Buyer name to replace Old Buyer name. 
11 Click the Submit button. 
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12 Click the OK button.  
13 Click the Refresh button. 
14 Click on the View Output button. 
15 Click on the Output link. 
16 Click on the OK button. 
17 Review the Purchasing Documents Reassignment Report. 
18 Click the Done button. 
19 Click the Home icon. 
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