RHIT/BANNER 2000

INSTRUCTIONS

HOW TO COMPLETE AN INCOMPLETE 

WEB-BASED PURCHASE ORDER

        Note:  An Incomplete Purchase Order should be completed within 48 hours of the PO issue date.

To complete An Incomplete Web-based Purchase Order, go to the web address of

https://banner.rose-hulman.edu/~purchase/PROD/ (Production site effective 07/18/00)

Please bookmark these pages.
1. From this page, select “Incomplete Purchase Order”.  
2. Locate the incomplete purchase order you would like to complete and click on the “Select” option. 

3. You are now at the Purchase Order Review section

4. Choose the “Select an Action” option at the bottom of the screen.  Select the area that you need to add/change in your purchase order. Once you have input information in your requested area, the system will automatically prompt you through any  ‘required fields” that are still incomplete.

5. You will be returned to the “Purchase Order Review” screen to review your changes.  If all changes are correct, select the “FINALIZE THIS PO” from the “SELECT AN ACTION” area and then click “GO”.  

6. If your total purchases are $5,000 or greater, the system will automatically take you to a Sole Source Justification form.  Within this form note your reason for using this vendor. 

​​​​​​​

7. A copy of the Purchase Order and Sole Source form, if applicable, will now open up in Adobe Acrobat reader.  You may copy the PO for your records and/or fax to your vendor from this page. If a Sole Source form was required, please make a copy of the purchase order and the sole source form.  Please retain these records in your department.
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