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 Type in the blanket order dollar amount.  Amounts cannot be adjusted after the requisition has 
been approved.  Please estimate usage during the entire blanket order period. 

 

 
 
 
 

 The Valid from and Valid to dates can by typed in or chosen from the calendar.   **The Valid 
to date must allow for time for the invoice to be processed.  If blanket order is for the fiscal 
year, the Valid to date should be 7/20 to allow for fiscal year end invoices that may arrive after 
the fiscal year end date of 6/30. 

 

 
 
 
 

 In the first box, type the org code.  As you begin typing, options will appear, click to choose the 
correct option or continue typing.  (The magnifying glass can be used to search.) 

 

 
  



 In the second box, type the account code.  As you begin typing, options will appear, click to 
choose the correct option or continue typing.   (The magnifying glass can be used to search.)   

 If applicable, type the activity code in the third box.   

 
**Please Note:  If allocating to more than one org/account number, please contact Purchasing 
Department for instructions. 

 
 
 

 Allowing Release Order Coding is not recommended.  Checking this box, allows for release 
orders to be allocated to org/account codes that differ from those originally entered for the 
blanket order.  The Purchasing Department must be consulted before checking this box. 

 

 
 

 Verify that the Ship To information is correct.  The Bill To address defaults to Accounts 
Payable and should not be changed. 

 

 
 
 
 

 Available To:  In most cases this will just have the creator’s name.  If selecting others, please 
keep in mind they will have access to place orders against this blanket order and approve 
invoices. 
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 Optional:  Alert Date - On the date entered, an email is generated to remind the user to create 
another blanket order. 

 

 
 

 In the Justification box, give an explanation as to why the purchase is being made.  This is 
important information and necessary for IRS audit purposes.  This will not print on the PO.  

 Click on Add Attachments to add other supplier quotes, emails, etc.  (First save attachments as 
PDF.)  These attachments will not be seen by the supplier. 

 After reviewing and verifying that all information is correct, click on Create. 
 
 

 
 
 
 
 
The blanket requisition will now be forwarded through the appropriate approval queue.  Remember 
that following approval, the blanket purchase order is not sent to the supplier unless Send to Supplier 
box in the Notifications section is checked.  Also, any invoices applied to this blanket purchase order 
will not need to be approved again by the approval queue. 


