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PO Requisition 

 

Provides Supply Center and Purchase Requisition Capabilities As An Add-on Module For UA 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 

• Define PO Requisition Templates 
• Define PO Requisition Users  
• Supports manager approval to individual users 

and department managers  
• Two security levels 
• Three types of requisitions  

1. Quick Order: No approval necessary. 
Goes to the Process Purchase 
Requisition form 

2. Approval Required: Goes to the 
Manager Approval Form, then on to 
Process Purchase Requisition form 

3. Product Request: Routes directly to 
Purchasing 

 

• Create and Edit PO 
Requisitions  

• Real time creation/editing 
of PO Requisitions  

• Material listing is 
populated through set up 

• Customized departmental 
listing 

 

 

• Free Form Requisition for 
goods not on departmental 
templates 

• Always requires departmental 
approval 

• Purchasing completes the 
process of converting request 
into PO Requisition that shows 
up on the Process PO 
Requisition form 
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• Provides a listing of 
requisitions , the materials, 
quantities and users, that 
require managerial approval 

• Approval required items 
remain in Manager Approval 
until departmental manager 
signs off 

• Sends approved requisitions to 
Process Purchase Requisition 
form 

• Password requirement for 
Requisitions Module 

 

• Accumulated Materials to be purchased list 
• Color Coded: Red = Overdue; Yellow = Warning 

(within 10 days.); White = needed > 10 days; Blue= 
Selected 

• Click SRC button to view source PO Req document 
• Click P button to view Purchase History for the 

selected material in the Open Purchase Orders form 
• Select one or more items  
• Make New Purchase Order or assign the 

requirement(s) to an existing Purchase Order 
• Assign to Existing PO button displays all open 

Purchase Orders and allows a drill down to PO details  
• Completed items are removed automatically 

• Process Product 
Requisition form receives 
Quick Orders, Approved 
Requisitions, and Product 
Requests  

• Processes PO Requisitions 
• Records the delivery of 

goods to the user 
• Assigns inventory expenses 

to departmental expenses 
based on departmental 
setup 

 


