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PURPOSE AND DESCRIPTION 
Purpose 

This document provides steps and information for creating a new PO. 
 

Description 

A PO can be created from one or more requisitions, an approved contract, or entered directly without 
referencing a requisition or contract.  This job aid includes steps for creating a PO in each of these three 
scenarios. 
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TOPIC 1: COPY PO FROM CONTRACT (CONTRACT PO RELEASE) 
Navigation 

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

Add PO 

Step Action 

1.  Click on Add a New Value tab 

2.  Enter Business Unit: SFGOV 

3.  PO ID: NEXT 

4.  Click Add. 

 

5.  The Purchase Order page displays. 
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Copy PO from Contract 

Step Action 

6.  Click on the “Copy From” drop down menu and select Contract. 

 

7.  The Copy Purchase Order from Contract window opens.  Enter search parameters (e.g. contract 
ID, supplier) and click search.  You can copy multiple contracts into an existing purchase order. 
You have the option of manually entering the order quantity or using the scheduled ship quantity 
from the contract. 

 

8.  Click on the “Select” check box to select the contract(s) and then click OK. 
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Step Action 

 

9.  If the Buyer message below is prompted, click OK. 

 

Review/Enter PO Header 

Step Action 

10.  The Supplier, PO Reference, and Purchasing Authority will be copied from the contract.  The PO 
Reference field and Purchasing Authority can be updated as needed.  The Purchasing Authority is 
required. 
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Step Action 

11.  Click the Buyer lookup icon to find and select the Buyer for the purchase order.  You can search 
buyer by DSW or by name. Choose the Buyer Name filter as “Contains” and enter the name.  
Click Look up.  The matching results will be displayed.  A purchase order can only have one 
buyer. 

 

12.  Click “Header Details” to select a billing location. 

The default billing location is set to 10180, which is a City Hall location. Change the billing 
location on each PO to where you would like suppliers to send their invoices. 

Click the magnifying glass next to Billing Location. Use Description “contains” (blank) to locate 
your billing location, unless you know your accounting department’s location code. 
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Step Action 

13.  Click “Add Comments” to add header comments. 

• Check Send to Supplier to make the comment visible to the supplier.  Comments will be 
printed on the dispatched PO and viewable from the supplier portal. 

• Check Show at Receipt to make the comment visible on the receipt. 
• Check Show at Voucher to make the comment visible on the voucher. 
• Check Approval Justification to make the comment visible on the approval page for PO 

approvers. 

 

Review/Enter PO Lines 

Step Action 

14.  Review line information that was copied in from the contract.  Make updates as needed.  The 
updates that can be made to the line depend on the contract setup.  For example, the contract 
processor can require that the contract price be used on the PO.  This would prevent you from 
updating the PO price. 

Add lines as needed by clicking the plus icon on the right side of the line grid. 

 

15.  Open the Ship To/Due Date tab to add/verify the ship to location for each line.  The ship to 
location can be searched by Code or by description.  Enter the description and click Look Up. 
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Step Action 

 

16.  Review the contract release information on the Contract tab and make updates as needed. 

Note:  Only lines copied from the contract will reference the contract.  Any additional lines added 
to the PO that are not copied from a contract will not necessarily release from a contract.  If the 
PO line should be released from a contract, review and select the contract on the Contracts tab. 

 

Review/Enter PO Line Distributions (i.e. Chartfields) 

Step Action 

Chartfields are required on purchase orders to determine which budget to encumber the funds against.  
If chartfields are setup on the contract, they will default to the lines copied from the contract.  If all PO 
lines have the same chartfields, the chartfields can be applied to all lines through PO Defaults. 

17.  Click “PO Defaults”.  The Purchase Order Defaults page is displayed. 

Select Override to apply the chartfields to all PO lines regardless of system defaulting rules.  Enter 
all required chartfields: GL Unit, Account, Fund, Dept, Authority, PC Bus Unit, Project, and Activity. 

Click OK. 
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Step Action 

 

18.  The PO Default Retrofit page is displayed.  Click on the “Select All” hyperlink to apply the field 
values to all lines.  Click OK. 
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Step Action 

19.  To review the chartfields applied to the line or set unique chartfields per line, navigate to the line 
distributions.  Click the Schedule icon on the right side of the Details tab of the line grid. 

 

 

20.  The Schedules page is displayed.  Click View All to view the schedules for all lines.  Click the 
Distributions/Chartfields icon on the right side of the Details tab of the line schedule grid. 

 

 

21.  The Distributions for Schedule page is displayed.  On the Chartfields tab, review/enter all required 
chartfields: GL Unit, Account, Fund, Dept, Authority, PC Bus Unit, Project, and Activity. 

Click OK. 
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Step Action 

 

22.  The Schedules page is displayed.  Click the Return to Main Page hyperlink. 

Save PO 

Step Action 

23.  Click Save.  If prompted with a price, schedule warning message, click OK. 

 

24.  The PO ID will be generated upon Save.  Note the PO ID for future reference. 

 

 

  



Procurement Job Aid 
Purchase Order: Create PO 
 

 Version 4.0  Page 13 of 26 

Pre-Budget Check PO 

Step Action 

25.  Once the PO Status is Open, the PO can be pre-budget checked.  This allows you to check for 
budget errors prior to submitting your PO for approval.  Pre-budget checking does not encumber 
funds.  It verifies that your chartfield combination is valid and that funds are available at the time 
of pre-budget checking. 

To pre-budget check, click the budget pre-check icon.  If valid, the PO budget status will display 
Provisionally Valid.  If invalid, the PO budget status will display Error.  Correct errors prior to 
submitting for approval. 

 
Note: The PO cannot be budget checked until the PO has been approved.  If the budget check 
icon is clicked, the PO will not be budget checked and the Budget Status will remain Not 
Checked. 

 

Submit PO for Approval 

Step Action 

26.  Submit the PO for approval by clicking Submit for Approval icon near the PO status. 
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TOPIC 2: COPY PO FROM REQUISITION (SOURCE REQUISITION) 
Procedure Steps  

Scenario: Create PO by copying from a Requisition 

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

Step Action 

1.  Click on Add a New Value tab 

2.  Enter Business Unit: SFGOV 

3.  PO ID displays :NEXT 

4.  Click on Add 

 

5.  The Purchase Order page displays 

6.  Enter the Supplier ID: Search by supplier ID or by name 
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Step Action 

 

 

7.  Click on “ Copy From “ drop down box and select Requisition 
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Step Action 

8.  The Copy Purchase Order from Requisition window opens 

Enter Supplier ID and click n search- All  available requisitions for the supplier will be returned in 
search results  

Alternatively, You can search the requisition by requisition ID too. 

 
Note: Only Approved and Budget Status-Valid requisition are eligible to convert to PO. Hence if the 
Requisition is not approved or budget checked, it will not appear in the search result. 

9.  Select the requisition and click “Copy to PO” 
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Step Action 

10.  The Requisition details are copied to PO. 

 

11.  Select Purchasing Authority 
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Step Action 

12.  Select a Billing Location. See Topic 1, Step 12 for detailed instructions. You must select your 
department’s billing location. 

13.  Select Buyer :Search by DSW or by name 

 
Note: Click Cancel if  any Buyer changing message prompted 

14.  Review the contract release information on the Contract tab and make updates as needed.  If a 
contract is populated, the PO will release from the contract. 

 

15.  Click Save. PO ID is generated 
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Step Action 

 

16.  Submit the PO for approval by clicking green check box button near PO status. 
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TOPIC 3: CREATE PO 
Procedure Steps  

Scenario: Create Departmental PO (Not Associated with a Contract ID or Item ID – Known as the “Prop 
Q” purchase order) 

Navigation: Main Menu > Purchasing>Purchase Orders>Add/Update PO’s 

Step Action 

1.  Click on Add a new value Tab 

2.  Enter Business Unit: SFGOV 

3.  PO ID displays :NEXT 

4.  Click on Add 

 

5.  The Purchase Order page displays 

6.  Choose Supplier: Search Supplier by ID or by name 
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Step Action 

7.  Optional: To specify the Supplier Information, click on the Supplier Details hyperlink: 

 

8.  Optional: On the Supplier Details page, specify the Supplier Address and Supplier Contact to be 
used.  

Note: Dispatching the PO by email will need the email address information. The specification of 
the Contact will default the email for dispatch with the Supplier Contact email. If there is no 
Supplier Contact Specified, then the email defaulted will be the Supplier Address.  

 

9.  Select Buyer :Search Buyer by DSW or by name 
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10.  Select Purchasing Authority 

 

11.  Review Header Details before entering lines. 

Billing Location: See Topic 2, step 12 for detailed steps. You must select your department’s billing 
location. 

Accounting Date: The accounting date determines the budget date for PO distribution (i.e. 
chartfield) lines.  If necessary, update the accounting date to the appropriate budget period 
before creating PO lines.  If PO lines are created first, the budget date cannot be updated. 
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12.  Enter Item Details 

Item : Search and select Item (If there is existing item ID in system) 

Description: If you select item ID, The description auto populates. If its description only item then 
key in the Item description 

Enter PO Qty 

Enter UOM 

Enter Category 

Enter Price 
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13.  Add More PO lines by clicking on the “+” button at PO line 1 

 

14.  Enter the number of line items to be added in the prompt and click OK 

 

15.  Enter line item details for line 2 
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16.  Click On PO Defaults hyperlink to enter Ship to location and chart fields information 

 

17.  Select Ship To.  Enter chart field information at distribution section : Account, Fund, Authority, 
PC Bus Unit, Project and Activity. 

 
Note: Choose Override while updating chart fields 

18.  Click Ok. 
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19.  Click “Select All” Hyperlink on PO default Retrofit page. 

 

20.  Click Save. 

21.  PO ID will be generated upon saving the page. 

 

22.  Submit the PO for approval by clicking green check box button near PO status. 
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