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HOW TO INPUT A PURCHASE ORDER 
 
ADD A NEW PURCHASE ORDER 
 
From the New World home screen go to 
 

→Financial Management →Procurement→Purchasing→Purchase Orders 
 

 
 
At the bottom left of the page  
 
 →Click the ‘New’ Button 
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Fill in all required information.  
 
The top half of this page is the overall description of the PO, not the individual items.   
 

→ Department:  If you are responsible for more than one department , always be sure to use the drop down arrow 
to choose the appropriate department for the purchase order you are working on. 

→ Vendor:  Begin typing the Vendor name in the space provided and all matches will appear in the drop down.  
Click on the Vendor name to choose.  If the vendor does not exist, please contact Accounts Payable.  You will not 
be able to input the PO until the vendor is added. 

→ Description:  This is the general description of the PO.   The description of individual items will be listed below. 
→ Type:  Always choose Standard.   
→ Form Type:   This should always match PO TYPE. 
→ Bill to Location:  This is where the invoice should be mailed.   
→ G/L Date:  Will automatically populate with todays date and should never be changed. 
→ All other items on the top half are optional fields.   
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The bottom half is each item broken out individually: 
 

→ Item: Begin typing the item and it will appear in the drop down, or click on the drop down arrow and scroll 
through the list to choose one.  DO NOT use any item that has a ‘Z’ in the front, these are for Finance only. 

→ Description:  This is the individual item description 
→ Quantity:  Input the quantity. 
→ Unit of Measure: Choose an item from the drop down list. 
→ Price per unit:  Enter the the per item dollar amount using the decimal. 

→ G/L Account:  Use the icon  to the right of the drop down arrow to search for the GL account number. 
 

 
 

 
→ Input a description and uncheck all but the expense box and click search 
→ All available GL Account options will show. 
→ Click on the blue account number on the left. 
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If multiple GL Account numbers are needed:  
 

→ Choose the accounts you need using the  button, enter a project number if it is associated to a project, 
enter the percentage or dollar amount for the GL account number. 

→ Click Save when finished. 

 
→ Ship To:  Use the drop down to choose a ship to location. 
→ All other fields are optional 
→ Click Save/New Item if you have more items to enter.  Repeat the items steps for each item of the PO. 
→ Click Save when all items are complete 
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To Add Quotes 
→ Click on the Quotes bubble at the top left of the screen. 

 

 
 

→ Vendor: Begin typing the Vendor name in the space provided and all matches will appear in the drop down.  
Click on the Vendor name to choose.  If the vendor does not exist, please contact Accounts Payable.  You will not 
be able to input the Quote unitl the vendor is added. 

→ All additional information is optional except for Amount per Unit.   
→ Click Save 
→ Click New to add more than one quote 

 

 
 

→ When finished inputting all quotes ‘Bread Crumb’ back to the Purchase Order List 
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PURCHASE ORDER VALIDATION 
 

→ Click on the Validation Button   
→ Check the box next to the PO to be validated, or the top box to select all PO’s. 
→ Click Submit 

 

 
 
PRINT EDIT & ERROR LISTING 
 

→ Click on the Print Edit & Error Listing  
→ Check the box next to the PO to be printed, and Submit. 

 
This will be the report you will use to attach to all backup for each PO in the batch and submit to Finance 
 

 
→ Make sure the box to include G/L Account Distribution is checked (Click on the magnifying glass next to “Show 

Preference” on top right hand side, and check the box to include) 
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PURCHASE ORDER APPROVAL 
 

→ Click on the Purchase Order Approval  
→ Check the box next to the PO to be approved, or the top box to select all PO’s. 
→ Click Submit 

 

 
 
This sends the PO to the next level in the approval process.  Once the PO has been given the final approval the print PO 
will be an option.  The print button will create the purchase order in ‘My Reports’.  From my reports you can email or 
print the PO to give to the Vendor. 
 

 


