
PURCHASE REQUISITION 
CREATION ​(POUPPR)



Navigation
Login to access the BusinessPlus Dashboard.



Screens can be accessed by the 
Dashboard Links, entering the menu 
mask in the Search field or using the 
Complete Menu on the Dashboard.



Screens open in Search mode



PR Creation – POUPPR
The screen will open in Search Mode.  Click the Add icon to go into Add mode the screen.  Note that the screen says Add in upper right corner. Required fields have a red asterisk  * 
on the top portion of the form. 

Click the plus sign to change to Add mode for data entry.



Header Information

PR Number – The system will assign the next available number.  Click on the lightning bolt to view a listing of available seeds.  Select the appropriate seed and 
note the number assigned for future reference.

Security Code/Department ID

Enter School/Dept you are creating request for 



The search can be initiated by PE ID, Name or Security Code.  There is a dropdown list of operators to select by 
on the lookup button.  If your vendor is not set up, you can choose vendor number V0000001. 

Vendor ID: –To access the lookup feature, click 



Select the appropriate ID by highlighting it and clicking OK.  Double clicking will also pull the ID back into the 

record.  

Note that all addresses defined for a vendor will be listed in the lower portion of this screen.  The 

highlighted address is the one that will be brought into the record.  Click to highlight the appropriate 

address.



The vendor information is now populated



Enter the Buyer in the “Buyer” Field

Click into the search field 

Type the word buyer in the Security CD field



Choose your buyer according to your Procurement Assignment List and click OK.  Do not leave this filed 

blank!  Note-You can also directly type the buyer number into the buyer field.  The buyer number is 

next to the buyer's name on the Procurement Assignment List.  



PO Type – Choose the purchase order type.  P (Standard PO) for an itemized PO.  Select B - Blanket for orders 

based on dollar amounts.   *Note-Use Blanket for any service requests and use Standard PO for purchase order 

requests that are commodities (supplies, furniture, etc.).

Blanket Amount – (This field is only required if the PO Type is a Blanket-See slide 26).    Enter the      
full amount of the Blanket PO.



Ship To ID: –Use the lookup feature to select the correct ID or 

enter the ID if known.   * Note-Enter your school or department even if you are not 

actually shipping an item (ex: software). 



Bill To ID: –Use the lookup feature to select Procurement.   

Type Procurement in the Name search
Choose the top department 660 option 



The Bill To ID information for Procurement is now populated



Item Information

*Note-Only enter the items below.  DO NOT ENTER ANYTHING FOR PRODUCT CODE ON THIS REQUISITION!

• Quantity – If Purchase Requisition is being itemized, enter the exact quantity for the item being purchased.  If the Requisition is a Blanket, then enter a 1 as the 

quantity.

• Unit – Enter or select the appropriate Unit of Measure from the drop-down list.  Access the list by clicking on the down arrow.  

• Unit Price – Enter the dollar amount for the item entered.  This is the amount that will be encumbered.  If entering a number with no cents, it is not necessary to 

enter a decimal and zero cents. 

• Description – Enter description of item being purchased.  If creating a blanket, enter general description of items being purchased (for example, Office Supplies). 

Be as detailed as possible (item number, ISBN, etc.) 

**Only the first 30 characters of the description entered will be included in the GLDB.



Notes and Text
PR Notes and Text are entered under the Notes tab on POUPPR.  PR Notes are internal and do not print.  Use this notes tab to communicate internal 
notes like the vendor contact information. 



Account – Enter the GL Account Number to be encumbered for the purchase.  If the numbers are known, simply type them into the appropriate 

field.  

To see a list of available Accounts, make sure your cursor is in the first blank field, and then click on the ellipses icon to access the Lookup 

Account.

A list will appear of account numbers available based on the user’s security profile. The search can be initiated using the boxes of 

selection criteria that includes the background parts of the GL Account Number with the standard list of operators.  Click below to go 

to the next page.  

Double-click on the appropriate code to have the system bring it into the Purchase Request record.



Example of the Ledger Lookup Screen 



Splits - Charging multiple accounts for items

Click the Add Account button to add additional lines if the charge is to be split between accounts. 

Item expenses can be split to multiple accounts by either dollar amounts or percentages using the Switch to: button to toggle between Amount 

to Percent.  Common Code POPR/SPLIT can be configured to change the default from Percent to Amount.

When splitting by percent the total must equal 100%. 



Splitting accounts by amount

When splitting an account by amount, the split amount must equal the extended amount that may include tax, shipping and duty 

charges.

To delete an account from split:  
Use the Delete button to remove a line from the split.  A pop-up is used to confirm the delete.



Press Enter to save the first line item on the Purchase Requisition.  A green message stating “Record Accepted” will appear in the 

upper right portion of the screen if all required fields are complete and there are not any budget warnings or blocks.  Until the 

“Record Accepted” message is received the record is not saved in the database.

The system automatically numbers the next line item in anticipation of additional records.  Add an additional line for each purchase type 

(ex: ordering 3 different books would need 3 item numbers).  You will hit enter and get a new confirmation after addition each line.   

If no additional records are to be entered, close the screen by clicking the Close link on the upper right corner of the screen.

There will be times when the “Record Accepted” message is not generated and a budget warning appears instead.  These warnings are 

intended to inform the user that funds are not available and to take the necessary steps to transfer money into the account or choose 

another account to expense the purchase. Budget warnings can be overridden, and the record saved by simply pressing the Enter key again 

until the “Record Accepted” message is received.  Budget Blocks cannot be overridden.



Blanket Purchase Orders
Blanket Purchase Orders are used when the order is not itemized, (Ex: supplies) and is based on dollar amounts (ALL SERVICE REQUESTS).  The PO type must be changed to B.  
The rest of the requisition process is the same. 

Service Purchase Orders will be set up as a Blanket Purchase Order. If you have a service and a commodity, you cannot combine the request.  You will need separate 
requests.

The Blanket Amount also needs to be entered.



Adding an attachment

Before you close out of the requisition, click on the paperclip on your left sidebar menu, then add the 
attachment (Ex: Quote/Proposal).   You will get a confirmation that the file was successfully added.



Purchase Requisition Approvals 
There are two methods that may be used to approve a purchase requisition.  The approvals may be given from a task list on the Dashboard, or workflow task list 
(see below).

Workflow Task list
Click the link ‘PR Approval’ on the WF Approval Component on the Dashboard to access the task-list.



The user can see a list of tasks awaiting their approval by User or Group.  The default is by User – Your Tasks. Select the Choose icon to display 

the dropdown and select PR Approval from the list. If the user is responsible for other types of approvals, they can access those lists from this 

page

Click on the PR number on the list to view Details about the requisition.  



There are also tabs to access Attachments and view approval History.  



The user may then select the record(s) to approve, reject, hold or forward.

Comments may be added when approving or rejecting a requisition.



There is also a toggle to click when for the user to indicate when they are Out of Office and unable to approve tasks.  This directs tasks to the next 

authorized approver for that activity.

You will receive a confirmation that your task has been successfully approved  



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

