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Create SRM 7.0 Stand-Alone Purchase Order (PO) 
 

1. Select Purchasing, Create Purchase Orders in the left navigation pane of the 
Commonwealth Workplace 
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2. Select the appropriate Purchase Order transaction type and select the CONTINUE button 
 

 
 
In the example above, we selected the ZNB Standard Purchase Order type. 
 
For Sole Source POs created by agencies designated “Independent”, use transaction types ZSBI and 
ZSDI. 
 
For all other Sole Source POs created by agencies, use transaction types ZSSB and ZSSD. 
 

3. Once you select the CONTINUE button, you will default to the Overview tab 
 

4. In the General Header Data, complete the applicable fields: 
 

 PO Name 

o There is a 40-character limit which includes letters, punctuation, and spaces 

o Name must include: 

 4-digit UNSPSC code (product category) 

 Space or Dash 

 Noun that describes the item 

o Example:  2517 Radial Tires 
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 Supplier 

 Requester 

 Recipient 

 Location 

 Ship-To Address 

 Purchasing Organization and Purchasing Group 
 

5. In the Item Overview, complete the applicable fields  
 

6. Select the DETAILS button to go to the Item details 
 

 
 
 



Rev. November 2013 

 

4 

 

7. The General Data sub-tab will display, data should default from the Item Overview.  Verify 
the information, and add any additional information that is applicable.  Select the 
Contract/Item field to enter a contract number/contract line item.  A match code will 
appear, select the match code to search for the contract number/ contract line item. 

 

 
 

8. Enter applicable criteria such as contract number (if known), supplier, or product category 
to locate applicable contract and line items.  Select the START SEARCH button. 
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9. The results will display as shown below.  Select the option of choice by selecting the gray 
box, then select the OK button 

 

 
 

10. The information will populate in the contract/item field as shown below 
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11. Select the Account Assignment sub-tab.  Select the DETAILS button to view the Account 
Assignment details. 

 Cost Distribution can be by Percentage, Quantity, or Value 

 System allows for copying, pasting, and adding of additional line(s) of account 
assignments with the use of the action buttons 

 

 
 
 

12. Enter the Cost Assignment information in the applicable fields for each line item.  All other 
fields will default based on the information entered. 

 

 
 



Rev. November 2013 

 

7 

 

13. Select the Notes and Attachments sub-tab to enter text specific to the item.  Text should be 
entered in the “Material PO Text” field.  If the PO is against a Statewide Contract, text may 
default from the contract to the Item Text field.  Read this text as it may be required to 
remain on the PO for the suppliers information, otherwise, it may be deleted from the PO.  
Enter shipping instructions when specific to the item. 

 

 
 
 

14. Select the Header tab, this will open into the General Data sub-tab.  Complete any 
applicable fields such as Validity Start Date and Validity End Date or the selection of the Non 
Standard Terms & Conditions checkbox (when non-standard terms & conditions were used). 
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15. Select the Notes and Attachments sub-tab within the Header tab.  Enter applicable text in 
the fields by selecting the appropriate text field link.  Add attachments by selecting the ADD 
ATTACHMENTS button in the Attachments section. 

 

 
 
NOTE:  Do not use a “wildcard” (%, *, etc.) character in the title of your attachment.  Also, be 
careful that your file name is not too long (40 character limit). 
 

a. To add attachments, select the BROWSE button. 
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b. Locate and select your file from your drive 
 

 
 

c. Your file path will display in the File field; select the OK button 
 

 
 

d. Your attachment will display in the Attachment section of the Notes and 
Attachments sub-tab 
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16. Select the Output sub-tab in the Header tab.  Select the match code to search for the 
printer, if the printer radio button is selected.  If Fax, E-Mail, or XML is select, then you will 
not be printing a hard copy of the document.  Instead the PO will be system-generated and 
you can print a hard copy after the initial print process has been done, if necessary. 

 
 
 
 
 
 
 
 
 

 
 

a. Enter the two-digit agency identifier followed by an asterisk (*) 
b. Select the START SEARCH button 

 
 

 
 
 
 
 
 
 
 
 
 
 

c. Once the printer is located, select the gray box to the left and select the OK button 
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Note:  Only XML and Auto-POs are output automatically, all other Purchase Order Types must be 
output manually by Purchasers.   
 
If approvals are required, the document cannot be output until all approvals are completed. 
 

17. After all data entry in the PO has been completed, select the CHECK button to review and 
resolve any errors.  If there are no errors or once the errors have been resolved, select the 
ORDER button to submit the PO for approval and ordering. 

 

 
 


