
PURCHASE REQUISITION 
EDITING ​(POUPPR)



The POUPPR screen opens in Search mode.  You can search on any field 
(Ex: if you only know the vendor you can search by vendor).  You can 
use this to find information on an existing requisition or edit and 
existing requisition.  *Note-NEVER EDIT A REQUISTION THAT HAS BEEN ALREADY HAD A PURCHASE ORDER CREATED! PROCUREMENT WILL NEED TO 

CHANGE THE PURCHASE ORDER AT THIS POINT. 



Edit Mode:  You can edit by clicking on the pencil.
Make your edits then hit enter to receive the green confirmation like when the request was originally submitted.  Changes may need to go back through the approval 
workflows.  



Grid Mode:
*Note-Notice in the example below that there has been a purchase order generated which is indicated by the PO number below.  Otherwise, this will be blank.  You 
can no longer edit a requisition if the PO has been generated.  You will also need this PO number to receive against the PO (POUPRC). 



Questions?

• Training materials are located in the Procurement Department  page 
on the D11 website. 

https://www.d11.org/administration/operations/enterprise/procureme
nt-and-contracting

• Call or email your assigned Procurement Representative.  The list is 
available on the Procurement Department  page on the D11 website. 

https://www.d11.org/administration/operations/enterprise/procureme
nt-and-contracting

https://www.d11.org/administration/operations/enterprise/procurement-and-contracting
https://www.d11.org/administration/operations/enterprise/procurement-and-contracting

