
 

 
 

 

 
 

Pitt – External Standing PO Manual 
 
Creating a new PO as an Institutional, Organizational, or Core Admin  

• Navigate to the core page 

• Click on the PO Tab 

• Click on New Purchase Order 

 
• Uncheck the search for current customers only box 

• Search for a customer  

• Click Proceed 

 
 
 
 
 

 

 

 

 

 



 

• Fill in the PO information and click ‘Save’ or ‘Save and Approve’ 

 
 

PO’s Pending Approval 

• Navigate to the core page 

• Click on the PO Tab 

• Click the Pending approval POs tab  

• Click on PO number to review or edit the PO information  

• Click the green check to approve 

 

 
 
 



 

 

Using the PO in a request 
 

• Initiate a request on behalf of the external user you selected for your PO 

• Under the Payment Information section, Select Standing PO and then the PO from the second 

dropdown  

 
 

Using the PO for Equipment Charges 

• Initiate a reservation on behalf of the external user you selected for your PO 

• Under the Payment Information section, Select Standing PO and then the PO from the second 

dropdown  

 
 
 
 
 



 

Creating a new PO in the request/reservation workflow 
o In a request and reservation, there is an option to create a new PO 

o Click on the “Add New PO” link under the payment information header and then follow 

the steps for creating a new PO 

o The PO will then appear in the PO tab for approval 

 
 


