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RELEASING OF CONTRACTS FROM REQUISITIONS 

Overview: 
When Commitment Control is turned on for Purchasing, Contracts cannot be manually copied 
over in a Purchase Order. In order to release the contracts, the process has to start from a 
requisition.  
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I CREATE A REQUISITION 
Follow P108 Creating Requisition Manual to complete a requisition.   
  
NOTE: You do not have to input vendor default information as this will go through an RFQ.  
 

II CREATE AN RFQ USING THE REQUISITION 
Navigation: Purchasing> Request for Quotes> Add Update RFQs>Add a New Value 
 

 
Business Unit-Defaults to specific agency for each User 
RFQ ID-Defaults to Next.  The system will auto number each RFQ upon saving. 
 

Click the  button. 
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Select the copy from link 
 

 
 
Change the “Copy From” to Requisition 
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Change the “Select Req Lines” to Req Lines 
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Click the Radio box located to the left of “Specific Requisition” and input a Requisition number. 
 

 
 

Click the  button. 



 

P130 Release of Statewide Contracts Manual Page 9 of 44 
Original Issue:  October 1, 2007 

CORE Oklahoma 
 

 

 
 

Click the Radio box located to the left of the Requisition Line and click the  button. 
 

 
 

Input a DtTm Close Date and if needed click the  button. 
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Click the link Dispatch vendor list on the bottom of the page.. 
 

 
 
Click the Vendor Lookup Link. 
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To get a list of registered vendors input the Category Code and Select a Type. 
 
In this example we used R17 for registered vendor in FY 2007.  Click the Lookup icon  for a list of 
valid values. 
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Click on the Radio Box to the left of the vendor to select or to select all vendors click the 

 link. 
 

Click the  button. 

 
 

Click the  button.
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Change the Status to Approved and click the  button. 
 

 
 
RFQ ID has been assigned. 
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III ADD VENDOR RESPONSES 
Navigation: Purchasing> Request for Quotations> Add/Update Vendor Responses 
 

 
 

Input RFQ ID and click the  button. 
 
Enter price, minimum quantity and click on the ‘Rspnded’ check box located to the left of the 
line. 

 
 

Click the  button.  Update each vendor response. 
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IV AWARD QUOTES 
Navigation: Purchasing> Request for Quotes> Award Quotes> Analyze Quotes page 
 

 
 

Input RFQ ID and click the  button. 
 

 
 

Select the quote to be awarded and enter ‘Qty Award’.   Click the  button. 
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V CREATE CONTRACT 
 
Click on the “Create PO/Conract Tab. 
 

 
 
In the Create Form Type select “Contracts RFQ Resp. Currency”, click the “Create” Radio Box, 

and click the  button. 



 

P130 Release of Statewide Contracts Manual Page 17 of 44 
Original Issue:  October 1, 2007 

CORE Oklahoma 
 

 

 
 
NOTE: For further details on RFQ, please refer to RFQ manual 
 
Click on the contract ID link to go to Add/Update Contract, or follow the Navigation given below 
and open the contract. 
 
Navigation: Purchasing> Procurement Contracts> Add/Update Contracts 
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VI APPROVE CONTRACT  
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Change the Status from ‘Open’ to ‘Approved’ and click the  button. 
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VII CREATE A NEW REQUISITION TO RELEASE THE 
CONTRACT 
 
Navigation: Purchasing> Requisitions>Add/Update Requisitions>Add a new value: 
 

 
 

Click the  button. 
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Input Item ID and click the  button. 
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Input a Quantity and click on the “Vendor Information Tab. 
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NOTE: If there is a Vendor for this Item, which is different from the contract vendor, then that 
vendor id will be populated from the Item ID and will need to be changed to the contracts Vendor 
ID. 
 
Click on the Contract Tab,  
 

 
 
Input the Contract ID and Contract Line, Click the  button. 
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Click on the Details Tab and change the unit price if needed.  



 

P130 Release of Statewide Contracts Manual Page 25 of 44 
Original Issue:  October 1, 2007 

CORE Oklahoma 
 

 

 
 
In this example the unit price did not need to be changed.  Click the Schedule Icon .. 
 

 
 
Click on the Distribution Icon . 
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Input the distribution information and click the  button. 
 

 
 

Click the  button. 
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After saving the requisition, click on the  Sourcing Controls Tab. 
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NOTE that the system will not allow you to turn off the Calculate Price or turn on the suggested 
vendor check box.  The Calculate price option will look for the Contract Price first and if it 
doesn’t find one, the process looks for Item Vendor Price following a hierarchy.  
 
NOTE: While creating a requisition without a contract specified in it, you have the flexibility to 
turn this option off in order to let the sourcing process use the item price from the requisition 
instead of following the item vendor price hierarchy. 
 
The requisition is ready to be Pre-Approved, Budget checked and Approved. 
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VIII SOURCE THE REQUISITION INTO A PURCHASE 
ORDER 

Requisition Selection:  
Requisitions can either be manually selected for sourcing or can be selected as 
a part of auto sourcing process. Here, we will go over manual selection. 
 
Navigation: Purchasing> Purchase Orders> Stage/Source Requests> 
Requisition Selection 
 
 

 
 

Enter the Vendor ID and/or Requisition ID or select from the list retrieved by clicking the 
magnifying glass next to the respective fields. 
 
After entering the required information, click the SEARCH button which will bring up the 
requisition line in the bottom section of the page. 
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Define PO check box: Select to define purchase orders using the structure of requisitions as 
they appear on this page, instead of letting the system create it using the predefined rules 
 
If selected, the information that you view on the Requisition Selection - Sourcing page is exactly 
what will be on the purchase order and each requisition line that you source will be on its own 
purchase order line, even if others exist for the same item.  
If you want to use the Define PO check box, you must select this check box before selecting 
requisitions for sourcing. Similarly, if you don't want to use the Define PO check box, you must 
clear the check box before selecting requisitions for sourcing. 
 

 
Select Requisition Lines section: Click on the Check Box “Include” in order to select the line for 
staging. Once you do this, the Staging Information Link on the bottom of the page will be 
enabled.  

 

 
 

 
Click the link to go to Staging Information page: 
In this page you will be able to change the distribution details if needed. 
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After making any changes click the  button. This will stage the requisition in the 
staging tables and you will be taken to the previous page. The requisition line will not show up on this 
page anymore as it is already in the staging table. 
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Purchase Order Calculate 
 
Navigation: Purchasing> Purchase Orders> Stage/Source Requests> PO Calculation>Add a New 
value 
 

 
 
Enter a new value for the Run Control ID and click the  button. 
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Purchase Order Selection Criteria 
• Business Unit-Input a from and to Business Unit 
• Buyer-Input the buyer on the requisition.  If there is no buyer on the requisition then this must be 

left blank or a buyer needs to be added to the requisition. 
 

Purchase Order Processing Options 
• Buyer-Input Buyer to use on the Requisition. 
• Pre-Approve radio box must be selected or the process will not complete until vendor is 

approved. 
• Build Purchase Order’s as Approved-DCS has asked for Purchase Orders to be created 

in an Open status so this should not be selected. 
 
Click the  button. 
 

 
 
Server-PSUNX 
 
Click the  button. 
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To review the job, click on the Process Monitor Link.  Never cancel the job while it is still 
processing.  This will leave you requisitions in a batch process. 
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Purchase Order Create 
 

Navigation: Purchasing> Purchase Orders> Stage/Source Requests> PO Creation>Add a New 
value 
 

 
 
Enter a new value for the Run Control ID and click the  button. 
 

 
• Input from and To Business Unit 
• Input Buyer- The Buyer used here must match the Buyer on the Requisition or it will not 

be selected.  If there is not a Buyer on the Requisition then the field must be left blank. 
• Calculate Purchase Order Line Number-This button should be selected so the Purchase 

Order lines will be assigned in order, if not selected then the Purchase Order lines will be 
the Requisition line. 

• Hold from Further Processing-Optional 
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• Allow Dispatch When Appr-Insure this is selected so the Purchase Order will be available 
to dispatch. 
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Auto Sourcing Process: 
 
The Auto Sourcing process enables you to select both Purchase Order CALCULATE and 
Purchase Order CREATE processes and runs it in the right sequence i.e., PO_CALC first and 
then the PO_CREATE. This process can be run at demand by user or can be scheduled as a 
batch process to run at specified intervals.  (Special Training will be required.) 
 
Navigation: Purchasing> Purchase Orders> Stage/Source Requests> PO Auto Sourcing>Add a 
New value 
 

 
 
Enter a new value for the Run Control ID and click the  button. 
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Objectives Tab 
 
 

 
 

• Click the Staged Requisition Radio Box located to the left. 
• Input a Buyer ID.  This buyer will be used if one cannot be found in the Hierarchy. 
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Options Tab 
 

 

 
 
Under Requisition Criteria; 
 

• Input from and To Business Unit 
• Input Buyer-  The Buyer used here must match the Buyer on the Requisition or it will not 

be selected.  If there is not a  Buyer on the Requisition then the field must be left blank. 
 

Under Purchase Order Option; 
• Pre-Approve radio box must be selected or the process will not complete until vendor is 

approved. 
• Build Purchase Orders as Approved-DCS has asked for Purchase Orders to be created in 

an Open status so this should not be selected. 
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• Calculate Purchase Order Line Number-This button should be selected so the Purchase 

Order lines will be assigned in order, if not selected then the Purchase Order lines will be 
the Requisition line. 

• Hold from Further Processing-Optional 
• Allow Dispatch When Appr-Insure this is selected so the Purchase Order will be available 

to dispatch. 
 
Click the  button. 
 

 
 
Process Scheduler Request page will open up, the server “PSNUN” must be used, click the 

  button to kick off the process. 
 
 
You will be returned to the objectives tab upon clicking OK.  Click on the Results tab, to view the 
results of the process. Alternatively, click on the link to process monitor from this tab and view, 
if the process completed successfully. 
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Results Tab 
 
If you click the RETRIEVE button on the Results Tab,  the process status keeps changing from 
‘queued’ to ‘processing’ to ‘success’.  In the Sourcing Results section, the Stage Status shows 
the current status of the process, such as ‘POCALC in Process’, ‘POCREATE in Process’ and 
finally ‘Completed’ 
 
 
Run Status of ‘Queued’: 
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Run Status of ‘Processing’ with Stage Status of ‘Purchase Order Create in Process’: 
 

 
 
Run Status of ‘Success’ with a Stage Status of ‘Completed’ 
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During all these stages, you have the ability to click on the link on Stage Status and it will take 
you to Sourcing Workbench. You also can navigate to the sourcing workbench and retrieve your 
purchase order. 
Navigation: Purchasing> Purchase Orders > Stage/Source Requests> Sourcing Workbench 
 

 
 
Click on the PO ID link to go to the Purchase Order. Alternatively follow the Navigation to 
retrieve the purchase order:  
Navigation: Purchasing> Purchase Orders> Add/Update Purchase Order. 
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NOTE that contract information and terms are copied over from the requisition. The item price 
and requisition price is ignored and the contract price prevails, if needed change the price. 
 
The Purchase Order is ready to be Pre-Approved, Budget Checked, Approved and Dispatched. 
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