Purchase Order Instructions
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1. When you log into Ascender, click on Purchasing from the left-hand menu.

2. From the Maintenance drop-down menu, select
Create/Modify Requisition.
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ASCENDER 3. Click on Add-Clear All

6. Type in the reason for your
purchase (ex, Instructional supplies,
girls” basketball, etc.).

4. Start typing the Vendor
name and it will pop up. If
you are using a credit card,
the vendor is Comdata, not

the storefcompany.

5. Add shipping location and
Campus/Dept by typing Hawley
and you will be able to select
from the drop-down.
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7. Fillin the description of what you are
purchasing: guantity, unit, and price.

9. Refresh totals to make sure
everything is calculated.
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anather line, click add,
and repeat step 7.

10. Click S5ave and then Submit. When prompted select YES to print your requisition summary. THIS IS
NOT AN APPROVED PURCHASE ORDER YETI! It is just for your records. You will receive an email when
your requisition is approved you will need to go in and print your purchase order.
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If you need to
attach a document
to your purchase
order, click SAVE
BEFORE submitting
and the Documents
button will appear.
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Click Documents
and then Upload
File.
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Printing Instructions

You will receive an email once your PO has been approved. Mitzi will print a copy for the
business office. If you would like a copy for your records, follow the instructions below.

1. In Purchasing, select Purchase Order Reports from the Reports drop-down.

Eﬁw:-

G0 . Nt B hans Oty

SCENDER 2. Select Print R At [ Ve
A A Purchase Orders, St Gt o €3 1 b e P
A ' . UTIDh — Bt 0 pou et G e et S (0
Set your B, Commatn S A T
% Maintenence parameters like the St ot . P Gt P, b 200
photo. They will ::-::-::“ |
70N Lk stay set after you S ot
1 Nt Yeoe set them the first St
time. :M»_-'-:_‘:-—:—- 3
Utilites S e
3. Put in your Ikt Bt Ctagers? 608 =
requisition number ::::._....W : '
Purchasing Repor {not PO number) as R R '
the starting and Sovc B Cmmporvi. o W e AL |
Purchase Order Reports ending number. '_::Mrﬂ_l ::::Z.‘u

- P PG T
Systom User Reports vt MMOCYYYY) Mk ,

4. Click Preview at — —
B4 Processing Reper the top. Deenet oS s i D

User Croated Reports

If you can not find your PO with this report, try REQ1450 (above this report).
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