
 

 
 

405.101G1 

GUIDE Purchase Order Requisition 

Process 
 

 

 

TABLE OF CONTENTS 
 

Section 1: Introduction to Drury University Purchase Orders .................................................................. 2 
Section 2: Contacts ............................................................................................................................... 2 
Section 3: Getting Started ..................................................................................................................... 3 
Section 4: Create a Requisition .............................................................................................................. 5 
Section 5: Requisition Returned by Approver ........................................................................................ 19 
Section 6: Requisition Denied by Approver ........................................................................................... 20 
Section 7: FAQs .................................................................................................................................... 20 

 



405.101G1:  Purchase Order Requisition Process v2018.01.004 2 

Section 1: Introduction to Drury University Purchase Orders 

Drury’s purchase order (PO) system is designed to require budget managers and division heads to approve 
expenditures before they are made and to track encumbrances against departmental/divisional budgets.  POs 
are issued prior to the placement of an order. 
A. Policy Overview (from policy 405.101P: Purchasing) 

1. A PO must be used to authorize and encumber all purchases over $500 (except purchases of travel 

fares and hotel expenses, which should adhere to 405.103P:  Travel Expenses).  POs are not necessary 

for orders less than $500 unless required by the vendor. 

B. Process Overview: 
1. Only University employees with administrative access to the account(s) which will be used for the 

requisition may enter a Purchase Order Requisition (POR) through MyDrury.  If an employee is without 

budget access to the necessary account(s), he/she must request that someone with budget access 

(budget manager or his/her assistant) enter the POR OR the requester must fill out form 405.101F2: 

Purchase Order Requisition – RESTRICTED USE and submit it to Administrative Services for manual 

entry into Jenzabar EX. 

2. Before beginning a POR, the requester must complete form 405.101F1:  Purchasing Checklist, $500-

$4,999 or form 405.102F1:  Competitive Bidding Analysis and Justification of Vendor Selection, in 

accordance with policies 405.101P: Purchasing and 405.102P: Competitive Bidding. 

3. The requester will submit a POR through the purchasing system in MyDrury; in special circumstances 

(e.g., purchases in a different fiscal year, etc.; see guide 405.003Q5: Understanding the Fiscal Year) a 

hard copy POR (form 405.101F2) will be submitted to Administrative Services for manual entry in 

Jenzabar EX.  

4. Once a POR receives final approval, a PO is created and the requester is notified by email that they 

may download a pdf.  

5. The requester transmits a copy of the PO to the vendor to place the order. 

6. The creation of a PO will generate an encumbrance of the PO amount on the general ledger account(s) 

specified on the POR.  This encumbrance will be relieved when the invoice is paid through Accounts 

Payable or manually unencumbered by Administrative Services.  Budget officers should examine their 

budgets throughout the fiscal year to ensure that all PO encumbrances are removed. 

7. Requests should be submitted with sufficient time to obtain price quotations, receive approval, and 

place orders without causing undue delay.  Please provide as much lead-time as possible.  Requesters 

should not expect that a PO will be issued with less than 24 hours lead time. 

C. DO NOT use the MyDrury PO system if: 
1. Your request spans more than one fiscal year. 
2. Your request will be divided between more than one account and you do not have budget privileges 

for all accounts that will be used. 
3. If your request meets any of the above criteria, you must submit a hard copy form 405.101F2: 

Purchase Order Requisition – RESTRICTED USE to Administrative Services for entry directly into 

Jenzabar EX.   

Section 2: Contacts 

Program Administrator Christie Garrison 417-873-7200 cgarrison@drury.edu 
Controller Chelsey Dollarhide 417-873-7711 cdollarhide001@drury.edu 
Chief Financial Officer Jeff Huinda 417-873-7214 jhuinda@drury.edu  
Accounts Payable Coordinator Megan Coleman 417-873-7389 mcoleman003@drury.edu 

mailto:cgarrison@drury.edu
mailto:cdollarhide001@drury.edu
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Section 3: Getting Started 

A. Go to the University’s 
home page at 
www.drury.edu. 

 
B. Click on the MyDrury link. 

 

C. Log into MyDrury using 
your standard Drury 
credentials (i.e., the 
username and password 
you use to log onto any 
network computer on 
campus). 

 

 

D. On the MyDrury home 
screen, click on the 
Employee link. 

 

E. On the Employee page, 
click on the Requisitions 
and Orders (New) link. 

 

http://www.drury.edu/
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F. From the Requisitions and 
Orders page, you may: 

 Start a new requisition 

 Search for a previously 
submitted requisition 

 Edit unsubmitted 
requisitions 

 Check the status of 
submitted requisitions 
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Section 4: Create a Requisition 

A. New Request  
 
From the Requisitions and 
Orders page, click on Make 
new request. 

 

B. First Screen 
 
The first screen is the one on 
which you will enter: 

 The date of your request 

 The item description 

 Item quantity 

 Item price 

 Item unit (each, box, 
etc.) 

 The account(s) to be 
charged 

 Additional details (longer 
descriptions, quote 
numbers, etc.). 

 

C. Request Date 
 
The request date entered on 
the requisition will 
determine into which fiscal 
year the PO encumbrance 
will fall (current or future). 
 
As you can see at right, the 
fiscal year affected changes 
with the date entered. 
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1. Fiscal Year Determination: 
a. Drury’s fiscal year runs June 1-May 31.   

b. If your product will be shipped, received, or used primarily after June 1, the POR must be placed in 

the next fiscal year. 

c. If your service will not start until after June 1, the POR must be placed in the next fiscal year. 

d. If your service starts before May 31, but will not end until after June 1, you must consult with the 

Controller or Chief Financial Officer to determine in which year the POR must be placed. 

NOTE: If your requisition will affect the budget of more than one fiscal year, DO NOT use the MyDrury system; 
your requisition must be entered into Jenzabar EX by Financial Services through submission of form 405.101F2: 
Purchase Order Requisition – RESTRICTED USE. 

D. Sub-Section 1 
 

Enter the item description, 
quantity to be ordered, the 
price per item, and the unit 
type (e.g., each, box, ream). 
 
NOTE: The Item field is 
limited to 40 characters.  If 
your description is longer 
than 40 characters, use the 
More details about this 
item box in Section 3.   
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E. Section 2 
 
Enter the account number(s) 
that will be charged for the 
expense. 
 
You may type in your full 
account number with 
budget line (16 digits) or 
perform a search. 

 

 

 

 

 

 
 

 
OR 
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1. Requesting a PO using 
an account outside your 
department/division. 
 

Due to issues related to General Ledger security within the Jenzabar system, most 

users are unable to request POs using account numbers outside their department.  

In such circumstances, a requester would need to ask that someone within the 

other department enter the requisition. 

2. Splitting a transaction 
between two or more 
accounts 

 
You may split 
transactions between 
two or more accounts 
by amount or 
percentage. 

 

a. Enter your first 
account number, 
then choose the 
button for Amount 
or Percent. 

 

b. Enter the 
percentage/amount 
for the first account 
number, then click 
Add. 

 

c. You will be able to 
see the amount you 
have already 
allocated and the 
amount remaining 
to be allocated. 

 

d. Enter your 
remaining account 
number(s) and 
amount(s)/ 
percentage(s) and 
click Add. 
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e. You will not be able 
to proceed to the 
next screen until 
your Total 
Amount/Percent 
Remaining is at 
0.00. 

 
f. Once you have 

completed your 
split, you may 
proceed to Section 3 
or to the next 
screen. 

 

NOTE: If you need to split your charge with another department for which you do not have budget privileges, 
DO NOT use the MyDrury system; your requisition must be entered into Jenzabar EX by Financial Services 
through submission of form 405.101F2: Purchase Order Requisition – RESTRICTED USE. 

F. Section 3  
 
Enter longer descriptions, quote 
numbers, customer numbers, 
etc. 
 
DO NOT attach your supporting 
documents on this page. 

 

G. Section 4 
 
Once all of your information for 
that item is complete, move to 
Section 4, in which you may 
either Save, add another, and 
repeat Steps 1-3, or go on to the 
Next Step in the process. 

 

NOTE:  Except in rare cases, items should not be grouped together for entry, but instead should be 
entered in an itemized fashion (e.g., a POR with “Computers” as the description and a single price 
instead should be entered as 2 OptiPlex 990 at $889.00 each, 5 Latitude 5580 at $1,320 each, etc.).  
Overly-summarized PORs likely will be returned to the requester for revision/clarification. 

X 
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H. Second Screen 
 
The second screen is where 
you will  

 requester information 

 required date of receipt 

 vendor information 
shipping information 
comments/purchase 
justification 

 additional file 
attachments. 

 
 

 

I. Attach Supporting 
Documents  

 
This is where you will attach 
form 405.101F1: Purchase 
Order Checklist or 
405.102F1: Competitive Bid 
Analysis & Justification of 
Vendor Selection, as well as 
quotes and other supporting 
documents. 
 
Due to a bug within the 
system (no repair date 
known), tasks must be done 
somewhat out of order on 
the second page.   
 
You must add your 
supporting documents 
before entering other data 
on this screen.  If not, all 
other fields filled before this 
step will be erased when 
documents are added after 
the fields are filled. 
 
Click on Add a file. 
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1. In the pop-up box, click 
on Choose File. 

 

2. Select your files as you 
would when adding an 
attachment to an email. 

 
Jenzabar 
supports/attaches 
almost any file type and 
size. 

 

3. Your file will show in the 
lower middle of the 
screen.   

 
Continue adding files 
until all of your 
documents are attached 
to your POR. 
 
Once all documents are 
added, you may fill the 
other fields on the 
screen. 
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J. Request Summary 
 
Enter your/the requester’s 
name in the Requester 
name field. 

 

  

K. Enter a “Need by” Date 
 

Your “Need by” date must 
take place at least one day 
later than the Request date 
immediately to the left of 
the Need by date field. 
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L. Select Your Vendor   
 
The system recognizes 
vendors by their ID number 
in the Accounts Payable 
system.   
 
You must use the Search 
tool to find your vendor. 
If you know your vendor’s ID 
number, you may type it in, 
but the system will not let 
you type in a vendor name.   
 
 

 

M. Vendor Search 
 
In the Vendor Search pop-up 
box, type in the vendor’s 
name and then hit Enter on 
your keyboard. 
 
The system will take several 
seconds to populate the 
search results.  There is no 
icon to show the system is 
processing, but the list will 
eventually populate.  Please 
be patient. 
 
Once the list appears, click 
in the circle for your chosen 
vendor, then click OK. 
 
 

 

1. If your vendor does not appear in the first search: 
Try a variation of the name (e.g., adding or removing spaces around special characters, etc.) 

2. If the system cannot find your vendor: 
Contact Administrative Services or Accounts Payable for assistance.  It is possible that your vendor has a 
different DBA name or needs to be added to the vendor master list. 

3. If there is more than one vendor with the same name on the list: 
Contact Accounts Payable to determine which to use.  Do not try to guess on your own; selection of an 
incorrect vendor will create problems with the unencumbrance when the invoice is paid. 
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N. Choose Your Shipping 
Location   
 
Pull down the drop-down 
menu and choose your 
campus location (listed 
alphabetically by 
department). 
 
If you do not find your 
location in the list, contact 
Administrative Services. 

 

O. Add Purchase Justification 
Comments 
 
Click on Add a comment. 
 
In the pop-up box, enter 
your comments, then Save. 
 
 

 

 



405.101G1:  Purchase Order Requisition Process v2018.01.004 15 

P. Requesting for Someone 
Else 
 
If you are completing the 
requisition for another 
person, choose their name 
from the Requesting for 
someone else drop-down 
menu (alphabetical by first 
name). 

 

Q. Submit for Approval 
 
If your requisition is 
complete, click on Submit 
for approval. 
 
If you need additional time 
to complete your 
requisition, click on Save, 
and submit later. 
 
If you need to add additional 
items, click on Add another 
item near the green plus 
sign toward the top of the 
screen. 

 

R. Submission Success/Error 
 
If your submission is 
successful and the account 
number matches a system 
approval track, you will 
receive a success message. 
 
If you receive an error 
message stating that your 
requisition does not match 
an approval track, contact 
Administrative Services. 
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S. Status Check 
 
You may check the status of 
your requisition on the 
Requisitions and Orders 
page. 

 

 

T. Requisition Approved, PO 
Created 
 
When your requisition has 
been approved by all 
approvers on the track, 
Jenzabar will create a PO 
and email you.   
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U. Download and Print PO 
 
In MyDrury, go to the 
Employee Tab, then to 
Requisitions and Orders 
(New). 
 
On the Requisitions and 
Orders page, click on Search 
your requisitions. 

 

V. On the search screen, you 
may enter criteria in the 
boxes to refine your search, 
or simply click Search.  
 
You may also clear your 
fields to perform a new 
search, or cancel to return 
to the main Requisitions and 
Orders page. 

 

W. When your search is 
complete, your PO should 
show toward the bottom of 
the screen.  The far right 
column will contain the link 
to a PDF of your purchase 
order. 

 

X. You may open your file for 
printing or save it for later 
use. 
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Y. Transmit your PO to the 
vendor when you place your 
order. 
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Section 5: Requisition Returned by Approver 

If a POR approver feels there is 
insufficient or incorrect 
information on a POR, then 
he/she may return the POR to 
the requester for revision and 
resubmission. 
 
The original requester will 
receive an email which states 
that the requisition has been 
returned. 

 

Log in to MyDrury and go to the 
Requisitions and Orders page. 
 
There you will see your 
requisition in the Unsubmitted 
column. 
 
Click on Revise and resubmit to 
open the document and make 
changes. 
 
When you are finished revising 
the requisition, submit it as you 
would a new requisition. 
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Section 6: Requisition Denied by Approver 

If a budget manager denies a 
POR, the original requester will 
receive an email from the 
system. 

 

You may view the status of the 
PO on the Requisitions and 
Orders page. 
 
Denied PORs cannot be edited 
or resubmitted. 

 

 
 

Section 7: FAQs  

What do I do if my vendor does not appear after I perform a search? 
Contact Accounts Payable (x7389) or Administrative Services (x7200). 
 
What do I do if I receive a message that my POR does not match an approval track? 
Contact Administrative Services (x7200). 
 
My invoice has been paid, but there is still an encumbrance on my account. 
Contact Administrative Services (x7200). 
 
The account number on my POR was changed after I submitted it. 
Your POR will be reviewed by Administrative Services and one or more budget managers before it is approved.  
The account number on the POR might have been corrected or adjusted by one of those persons for 
accounting or budgetary reasons. 
 
What do I do with my PO once I’ve downloaded and/or printed it? 
Transmit the PO or PO number to the vendor when you place your order.  The vendor should be instructed to 
reference the PO on the invoice so that it may be unencumbered in Accounts Payable upon payment of the 
invoice. 


