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Verbal Purchase Order Entry 

Verbal Purchase Orders are issued for orders that total $999.99 or less and do not require competition. To request a 
verbal purchase order, follow the procedure below: 

Navigation 

1. Purchasing > Requisitions > Add/Update Requisition 

       

2. Select Add 

  

 
 

3. Select the ‘Requisition Defaults’ hyperlink. 
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4. Select the override radio button.  

 

 
 

5. Enter the  vendor ID. If the vendor is not in the database, obtain a W-9 form and submit it with the vendor 
request form on the Purchasing SharePoint site.  
 

 
 

6. Enter the Category. To shorten your search options, enter 003, 004, etc. before selecting the magnifying glass to 
view the list of options. Please refer to the Category list below. 
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7. Select the Unit of Measure ( The Unit of measure is ALWAYS LOT for Verbal Purchase Order Requisitions) 

 

 
 
 

8. The ship to location should default. This locating can change by selecting the magnifying glass lookup. 
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9. Enter the due date.  The due date should always be the current date. 
 

 
 

10. Enter your Speed Key 
 

 
 

11. Select OK.    This will take you back to the main requisition entry screen. 
 

12. Enter the line information for Line 1.  Verbal Purchase requisitions require one line with the total amount of 
your request. If you desire to include the details of each item, add this information in the “Add Comment” link.  
DO NOT ADD ADDITIONAL LINES.  Enter your descriptions, quantity and estimated amount of the Verbal 
Purchase Requisition. 

 
The description should be something generic that states what items are being purchased.  
 
NOTE: The line description used on this requisition will be what appears on the NVision 
reporting system. A general description is required for purchasing and payment processing but 
an internal reference may be added to the end of the description for ease of NVision tracking 
(e.g. Office Supplies (Internal Reference)). 

 

 

13. Select the ‘Refresh’  button to populate the ‘requisition defaults’ previously entered. The completed 
screen should look similar to the one below.  
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14. Select Save. The requisition id is now at the top of the page. Please make note of this requisition number as you 
may need it in case any unexpected system issue occurs. 

 

 

 
15. Approve the Requisition by selecting the green check next to Status. 

 
 

 

 
16. Budget Check the requisition. Budget check the requisition by selecting the icon next to the budget status. In 

order for the purchase order to be created, the budget check status must be valid. It will be the requesting 
unit’s responsibility to assure the budget check status is valid prior to submitting the request to the 
Purchasing Office. Budget errors will be submitted to the appropriate budget offices for review on Tuesday 
and Friday of each week. Should you have an emergency situation, please contact the Purchasing Office with 
the requisition number. 
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17. Once the budget check is valid, submit the verbal purchase requisition to purchasing@uno.edu via email. Below 
are the instructions on submitting verbal Purchase Orders. 

Submitting Verbal Purchase Requisition 

A completed and budget checked verbal request can be submitted via email to the purchasing mailbox 
(purchasing@uno.edu). Once received the requisition will be entered as a purchase order and a reply email confirming 
the purchase order number will be sent. 

18. To submit the requisition, select the ‘View Printable Version’ hyperlink at the bottom left of the requisition entry 
screen. 

 

An Adobe PDF version of the requisition will open on screen. Select the email document icon (highlighted below) to send 
an email requesting the Purchasing Office to complete.  

Note: If you don’t see the email document icon select File from your tool bar> Send>Page by email.  

  

mailto:purchasing@uno.edu
mailto:purchasing@uno.edu
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The next window will appear asking to select “send a link” or “send a copy”. Select the “Send Copy” option.  

 

An Outlook email message window will open to compose the email. The email address is purchasing@uno.edu . The 
subject line should be Verbal PO Request(You can change it to the Vendor name and the Requisition Number). Any 
additional comments needed may be typed into the context of the email. Select Send when complete. The request will 
then be routed to the purchasing office for completion. 
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