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Purpose: 

This SOP describes how to create and approve an external standing PO, and how to use it 
when making a service request or reservation on behalf of a core user. 

Scope: 

This SOP should be followed by a core administrator. Organization and Institutional 
Administrator roles also have the capability in iLab to perform these steps. 

Creating a New PO: 

1. Navigate to the core page from the left side navigation menu and select the ‘PO’ tab. 
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2. Click on ‘New Purchase Order’. 

3. Uncheck the option ‘Search for Current customers only’. 
4. Search for the customer by first and last name. Select the customer and click 

‘Proceed’. 

 

5. Fill out the required PO information (PO Number, Initial Amount, and Expiration 
Date). Adding the PO name can be used as a quick reference but is not a required 
field. 

6. Click ‘Save’ if the PO is pending approval from the core. Click ‘Save and Approve’ if 
approval has already been granted from the core. See next section for approving 
pending POs. 
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Approving Pending POs: 

1. Navigate to the core page from the left side navigation menu and select the ‘PO’ tab. 
2. Click on the ‘Pending approval POs’ tab. 

3. Click on the PO number to review or edit the PO information if necessary. 
4. Click on the green checkmark under the ‘Action’ column to approve. 
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Using the PO in a Request: 

1. Initiate a request on behalf of the external user that is associated with the PO as 
entered in the above ‘Creating a New PO’ section. 

2. In the ‘Payment Information’ section, select ‘Standing PO’ from the first drop down 
menu. 

3. Select the specific PO from the second drop down menu as entered in the above 
section. 

 

 

 

 

 

 

 

 

 

 

 

 

Using the PO for Equipment Charges: 

1. Initiate a reservation on behalf of the external user that is associated with the PO as 
entered in the above ‘Creating a New PO’ section. 

2. In the ‘Payment Information’ section, select ‘Standing PO’ from the first drop down 
menu. 
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3. Select the specific PO from the second drop down menu as entered in the above 
section. 

 

 

 

 

 

 

 

 

 

 

 

 

 

Creating a New PO While Making a Request or Reservation: 

1. There is an option to create a new PO while initiating a request or reservation. First 
select ‘Standing PO’ from the first drop down menu in the ‘Payment information’ 
section. 

2. Click on the ‘Add New PO’ link next to the second drop down menu. 
3. Follow the steps as outlined in the above ‘Creating a New PO’ section. The PO will 

appear in the PO tab for approval. 
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