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Send PO to Supplier



GUS Procurement - Log In

Review Log In & Home Page

Procurement      
Task Icons  

• Purchase 
Requisitions: 
Shopping Pages: 
Punchouts. 
Send PO to 
Supplier

• My Receipts     
Manage 
Receipts

• Purchasing



GUS Procurement

Purchase 
Requisitions Icon

• Shopping Pages: 
Punchouts. 

• Send PO to Supplier



GUS Procurement- Send PO to Supplier

Send PO to Supplier is a 

Smart Form 



GUS Procurement- Send PO to Supplier

Populate fields  to complete form:

Item Description: 
Provide as much 

information here as 
needed in order that it is 
clearly understood what 
the purchase is and what 

purpose it serves. 

Amount: Enter the total 
amount of order

Supplier: Start typing and 

allow system to autofill, or 
use the search icon to 
lookup your vendor.

Add attachments: Add 
all backup and 

supporting documents 
Add to Requisition 

Which will push info over 
into the document builder 

area. 

Use “New Supplier” if your 
Supplier name is not in the 
file. Attach W9 along with 
other information such as 
contact name and number or 
email address for PO’s.  Use 
“To Be Bid” for Bids , 
attaching documentation to 
support your purchase. 
Quotes, W9’s etc. 

Supplier Site will 
contain abbreviated 
info to clarify what 
address you are using 
for this vendor. 



The document 
builder area 
shows what has 
been put into 
your cart. Use the 
Edit and Submit 
link to open the 
full requisition 
and add your 
funding, 
description and 
other 
information.
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GUS Procurement- Send PO to Supplier 

Add a 
Description 
that gives an 
overall idea of 
the purpose of 
this purchase. 

Reminders:
No PCards on 
Purchase Orders.
All orders, 
including 
punchouts will 
require receipting. 



Add your funding 
for each line in 
your requisition. 
*Important to 
note that each 
line will be 
assigned your 
“Primary Key” 
default funding. If 
that is not the 
funding you want 
to use, you will 
need to change 
the funding for 
each line. 
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Split funding is 
done at the line 
level of billing 
distribution.          
* Note that you 
must change each 
line of the 
requisition (by 
dollar amount) 
you want split.
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Notes and 
Attachments 
Add quotes or 
notes to supplier. 
You can check the 
mailing address 
for your supplier 
by clicking the 
blue link of the 
supplier name
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Save and then 
Submit your 
requisition. A 
Req number 
will generate 
and display as a 
popup on your 
screen. You can 
also print your 
requisition 
from the 
confirmation 
screen y 
clicking on the 
View PDF 
button.
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Your new Send PO to 
Supplier order 
should appear here 
in the                         
My Requisitions 
area. 
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Approvals can be 
viewed from Manage 
Approvals or from the 
My Requisitions area 
of your shopping 
home page for status 
Pending Approval.  



GUS Procurement- Approvals

Approval Matrix for the Procurement Module –



Submit Send 
PO to 
Supplier 
Order

Approvals:  

Supervisor 
Hierarchy, PD 
Funds, 
Foundation, 
and Purchasing 
Office  
“Pending 
Approval”  

Transaction is 
approved through 
Workflow and PO 
is sent.  
“Approved”

Product is 
delivered and 
need to be 
Receipted in.

 “Closed for 
Receipting”

Invoice is sent 
over to AP from 
the punchout 
supplier “Closed 
for Invoicing” 
and payment is 
made. “Closed”

GUS Procurement- 
Lifecycle of Send PO to Supplier



Let’s try a Send PO to 
Supplier order!

GUS Procurement- Send PO to Supplier

Live Demo 
of Send PO 

to 
Supplier. 



GUS Procurement
Receipting



My Receipts Icon
When ordered products 
come in, they will need 
to be receipted. This 
allows the Business 
Office to pull the PO, 
match it to an invoice 
and make the 
appropriate payments.  

All Purchase Orders will require receipting.

GUS Procurement- Receipting



My Receipts 
Requestor should 
always be yourself.

Requisitioning BU 
should always be 
PSU Business Unit.

Items Due is a time 
frame for expected 
delivery. 

Search by various 
methods. 

Save your searches 
by name for easy 
access.  
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Select the line(s) 
you want to receipt 
by clicking in the far 
left cell and 
highlighting the 
row. 

Select multiple lines 
by using the control 
key while selecting 
lines.  

Click the Receive 
Button

GUS Procurement- Receipting

*Note: all PO’s 
appear by REQ# 
& by line item# 
for accurate 
receipting. You 
can receipt one 
or multiple lines 
at a time. Once 
a line has been 
fully receipted, 
it will no longer 
appear in this 
search. 



GUS Procurement- Receipting

System will ask you 
to receipt items by 
Qty or by cost, 
depending on the 
type of PO. 

Add attachments. 
Packing Slips, 
waybills, invoices, 
etc. as supporting 
documentation. 

Click Submit when 
you are finished 
receipting the line 
item. 

System will 
generate your 
receipt number in a 
popup window. 

You can either enter the 
Qty or click 
Show Receipt Quantity
to view how many were 
ordered on that line.

*Punchouts will ask you to receipt the Qty of 
items per line, while Send PO to Supplier will 
be a cost.  

Notes can be used to relay info, such as 
“one item damaged. Expecting 
replacement”



GUS Procurement- Receipting
Important notes for receipting:    

3-way matching is required for 
payment on all PO’s. (PO, Receipt 
& Invoice all must match up prior 
to payment being made)

There is a 10% tolerance warning. 
For anything over the 10% 
tolerance, a change order will be 
required. 

All invoices must be sent to 
Invoice Imaging email address. 

Invoices are required for payments 
by state policy. 

Do Not call and make any 
payments with a PCard. 
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Live Demo of Receipting 



GUS Procurement

Questions ?
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