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From your dashboard screen, select the purchasing tab: 

 

In the purchasing tab, select POUPPR: 

 

Please Note! 
POUPPR opens a new tab and will automatically place you in “search mode” to search for existing 
PR’s (purchase requisitions) or PO’s (purchase orders). 

 

The following fields are required by the Purchasing Department to complete your purchase requisition.  Not all 
fields on the form will be used.  Do not change any field that has defaulted information. 

PLEASE USE ALL CAPS WHEN ENTERING INFORMATION 

PR Number – Click on the lightning bolt icon to pull down a pop-up option “PR.W”, click on this to generate 
your PR number. 

 

Originator’s 

Originator’s 

To add a new PR, 
select the + sign 
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****************************************************************************************************************************** 
Requested By – Your name will default to display as it is registered in business plus. Leave as is unless 
instructed to change this information from the Purchasing Department. 

****************************************************************************************************************************** 
Vendor ID – If you know the vendor ID of the vendor that you wish to use, you may enter the number here.  
Otherwise, select the icon that looks like a business card to search “Data Lookup”. 
 

 

 

This screen will 
pop-up with a 
menu to search for 
a vendor.  Type in 
the name of the 
vendor and hit 
enter to generate 
results.  If no 
results are found, 
select the filter icon 
to try and search 
with conditions 
such as “contains” 
or “starts with” to 
try and generate 
more results. Once 
found, select the 
okay button at the 
bottom. 

If you are still 
having trouble 
finding the correct 
vendor, call 
Purchasing ext. 
5077 for help. 
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****************************************************************************************************************************** 
End Use – Enter the room number, teacher, event and/or person who will be receiving these good or services 
(20 Character limit) 
 

 
****************************************************************************************************************************** 
Buyer – Enter the buyer who will be procuring the items, services, or project.  Select one of the following: 
B7800002 – Jon Geiszler, B7800003 – Kathy Miller, B7800004 – Emily Hughes, B7800005 – Darlene Nagy 
 
Unsure who orders what?  Commodity list and buyer codes can be found here: 
https://resources.finalsite.net/images/v1752869359/nmusdus/rqo5pr6qbbjgmprwudik/CommodityList25-26.pdf 
 

 
****************************************************************************************************************************** 
Ship to ID – Each site has 2 “Ship To” ID Numbers, one for warehouse delivery and one for direct ship to site.  
Orders that are placed for items not ordered on an open PO will be shipped to the warehouse.  All PO’s issued 
for services will need to have the “Direct Ship to Site” ID.   
 
If you do not know what your ship to address ID’s are, please call Purchasing ext. 5077 for additional 
assistance. 
 
 

SEE EXAMPLES ON NEXT PAGE 
 
 

https://resources.finalsite.net/images/v1752869359/nmusdus/rqo5pr6qbbjgmprwudik/CommodityList25-26.pdf
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Ship to Warehouse ID – Will display the warehouse address 

 
Ship Direct to Site ID – Will display school/site address 

 
****************************************************************************************************************************** 

At this point, hit the ENTER key on your keyboard to accept and SAVE your PR.  A green record 
accepted should pop up at the top right-hand corner of the screen. 

Important! If you exit POUPPR without getting a green record below you will lose your PR and will need 
to start over! 

 
Please Note: You will be redirected to the top of the screen.  Scroll back down to the “Other 

Information – Items Tab” to enter your line items. 
****************************************************************************************************************************** 
Other Information – Items Tab – In this section you will enter your items that you would like to order, or 
services that will be rendered.  Please fill in all required fields that are highlighted for purchasing to procure 
your correct items and reduce errors. 
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Entering your first item:  

Make sure that you are in Add Mode before you begin.  You will start on Item No 
0001. 
 
Quantity – Enter the quantity of items being ordered. 
 
Units – This is a unit of measure for your item.  In the example above, the pencils 
come in a pack of 12, so “PK” or “DZ” should be used.  Only choose from the 
options in the drop-down menu. 
 
Unit Price – Enter the price of the item per EA amount, or service total amount. 
 
 

 

Tax Code – Will automatically fill in with a 7.75% tax rate. Remove tax rate by 
selecting the “NO” drop down option - NO TAX PAID TO VENDOR.  Taxes should 
only be removed for services (consultants, field trips, subscriptions, etc.) or 
open po’s. 
 
Account Number – Enter the pseudo and object that is being used to order (funds 
must be fully available to process your PR). 
 
Charge Amount – Enter the full dollar amount of your shipping charge if applicable 
as stated on your quote/shopping cart/proposal. Only enter 1 shipping charge on 
line 0001.

20323-1012 PENCIL, #2 LEAD, MEDIUM SOFT, 12/PK, TICONDEROGA
Enter the item number and a clear description of the item that you 
are ordering or the service that is being provided. 

See example to the left. 
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Hit the ENTER key on your keyboard to accept the record.  A green record accepted should pop up at the top 
right-hand corner of the screen. 

 
A yellow pop-up may occur with a message that your budget is overdrawn.  This is a warning message that 
should be addressed with your budget technician ASAP.  You can hit the ENTER key again to bypass the 
message and continue. 

 
A red pop-up message means that there is a “block” and you cannot move forward until the issue is resolved.  
If your PR is blocking due to insufficient funds, you may save and close the POUPPR screen and work with 
your budget technician to get this resolved.  If there is a block message that displays another message 
unrelated to your budget, please call Purchasing ext. 5077 for additional assistance. 
 
Continue the same process for Item No 0002 and beyond.  Once you get a record accepted for your first 
line, you will automatically default to item no 2. 
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Your pseudo and object code will also be applied to your second line item.  You may adjust your pseudo or 
object code if applicable per line item. 

 
On the last line item, add the quote number and the vendor email address to send the PO to for processing. 

 
 
****************************************************************************************************************************** 
Attachments – The attachments icon will allow you to attach your backup to your PR in Business Plus.  Select 
the double line icon, then “Attachments” next to the paperclip icon, then select “Add New Attachment”. 
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A pop-up screen will open to add a new attached item, click on browse to select a file from your computer.   
 
Attachments include quotes from the vendor, project proposals, invoices, and shopping carts from websites.  
Enter an item description for your attachment in the description box. Click “Attach” to add to your PR. 
 
Friendly Reminder: Attachments must reflect the PR# in the upper right hand corner (handwritten or typed). 

 
****************************************************************************************************************************** 
Approving your PR for approval – You are now ready to approve this PR into workflow and send if off to 
purchasing to create a purchase order.  Click on the double line icon to enlarge the side bar menu. Select 
“Pending Tasks” next to the calendar icon with checkmark.  This will pull up new options to approve your PR.  
When ready, hit the “Approve” green button to send it through the approval path. 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 

QUOTE 
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Things to remember when entering a purchase requisition: 
 

• Once a PR is approved, no further changes can be made from the originator level.  If changes are 
required after approval, the next approver will need to reject it to send it back to you.  You may 
then make changes and re-approve the PR to send it once again through the approval path.  DO NOT 
CREATE A NEW PR, THIS WILL DOUBLE ENCUMBER YOUR FUNDS. 
 

• Only reject a PR if the order is no longer needed.  FUNDS WILL STILL BE ENCUMBERED.  If you 
need to release the funds back to the account for a PR that is no longer needed, please email the buyer 
to cancel your open PR and release funds back to the account. 
 

• The Hold and Forward icons are not used at NMUSD, please do not click on these. 


