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Verbal Purchase Orders Formerly DO (Direct Orders) 
Direct Orders will now be known as verbal purchase orders.  

 Changes to expect: 

 

1. All verbal purchase orders will be entered into PeopleSoft. 

 

2. All amounts requested will be reserved from your budget through an encumbrance.  

 

3. Budget checking must validate before a verbal purchase order number will be issued. 

 

4. Pre-Verification of your vendor is a MUST. 

a. Everyone with access to enter an online request will be given permissions to view 

our vendor database. (See Pre- Vendor Verification Document)   

b. If your vendor is not present in the database, you will need to request the W-9 

form from the vendor and complete the vendor add or update request form on the 

purchasing SharePoint site. A copy of the W-9 form can be found on the Internal 

Revenue Service‟s website at http://www.irs.gov/pub/irs-pdf/fw9.pdf. 

c. If there is a change in vendor from the original request, you will be required to 

submit a request to the purchasing office to change the purchase order to the new 

vendor. Please lookup the buyer of the purchase order in the system and submit a 

request to change the vendor to them. Accounts Payable will not be able to 

process invoices until this is completed.  

 

 Two ways to request a verbal purchase order: 

 

1. You can continue to place phone calls to the purchasing office to request a verbal 

purchase order as you have done in the past. We ask that all requests for multiple verbal 

purchase orders be processed through our SharePoint form.  

 

2. You will also be able to request a verbal purchase order through our Verbal PO Request 

form on SharePoint. You can find this on the purchasing SharePoint site.  

https://sharepoint.uno.edu/finance/purchasing/default.aspx 

 

 

a. Access to this will be assigned to parties designated by the business manager, 

dean, director, or department chairperson of each division.  

b. Should you need to request access, the responsible party for your division will 

need to submit a request to the purchasing office. The purchasing office‟s email 

address is purchase@uno.edu. 

 

 

 

 

 

http://pstrain.uno.edu/docs/vendor_review.pdf
http://www.irs.gov/pub/irs-pdf/fw9.pdf
https://sharepoint.uno.edu/finance/purchasing/default.aspx
mailto:purchase@uno.edu
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 Pre-Verification of Vendor 
 

The Vendor Summary page enables you to view information about vendor‟s based on the Vendor ID 

number, Short Name or Long Name. You can use partial values in any of these fields to locate a vendor in 

the database. At the top of each page users can click on the Address and Contacts tab for additional vendor 

information. 

 

To review a vendor: 

 

1. Click the Vendors link 

2. Click Vendor. 

 
 

3. Enter UNOLF in the “Set ID field”.  

4. Key the all or part of the Corporate Vendor Name into the “Name 1” field. If you are unsure how 

Vendors are named in the PeopleSoft Financials database refer to the VenorGuideline Document in 

SharePoint. In the example we will use the vendor “Bowman Sports” 

 

 
 

NOTE: PeopleSoft provides a field called “Short Vendor Name” that is 10 characters in length. To 

search using the Vendor Short Name, type the first four characters of the first word in the Vendors Name. 

 

https://sharepoint.uno.edu/finance/purchasing/Shared%20Documents/Forms/AllItems.aspx?RootFolder=%2ffinance%2fpurchasing%2fShared%20Documents%2fPurchasing%20Policies%20and%20Procedures%2fVendor&FolderCTID=&View=%7b27714C90%2dB047%2d4701%2d85FF%2d5442C222844
https://sharepoint.uno.edu/finance/purchasing/Shared%20Documents/Forms/AllItems.aspx?RootFolder=%2ffinance%2fpurchasing%2fShared%20Documents%2fPurchasing%20Policies%20and%20Procedures%2fVendor&FolderCTID=&View=%7b27714C90%2dB047%2d4701%2d85FF%2d5442C222844
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5. Select the yellow  button. 

 

        

 

 
6. Click the Address tab to view Vendors address and Phone Information. 
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Vendor Add/Update Request Using SharePoint 
 

In order to access the SharePoint site, a request must be made to the purchase office requesting access to this 

form. The email can be submitted to the general purchasing mailbox (purchase@uno.edu). The request must 

be from the Dean, Department Chair, Business Manager or other applicable authority over the department 

budgets.  

 

The purchasing SharePoint site may be accessed by entering this url: 

  

https://sharepoint.uno.edu/finance/purchasing/default.aspx 

 

1. Select Vendor Add or Update Request under documents on the left navigation bar.  

2. Select New, complete the form, attach the w-9 from the vendor and submit.  

 

 

 
 

 

 

 

 

 

 

 

mailto:purchase@uno.edu
https://sharepoint.uno.edu/finance/purchasing/default.aspx
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3. You will receive an email with the following information. 

 

 
 

4. You can view the status of the order by selecting the „view the status of this workflow‟ link. 

 

5. Purchasing will receive an email requesting the verbal po and reply with the verbal po number as 

illustrated below.  

 

 
 

If you have trouble reading the PO number you can select the „view workflow history‟ link. 
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Requesting a Verbal Purchase Order Using SharePoint 
 

In order to access the SharePoint site, a request must be made to the purchase office requesting access to this 

form. The email can be submitted to the general purchasing mailbox (purchase@uno.edu). The request must 

be from the Dean, Department Chair, Business Manager or other applicable authority over the department 

budgets.  

 

The purchasing SharePoint site may be accessed by entering this url: 

  

https://sharepoint.uno.edu/finance/purchasing/default.aspx 

 

a. Select the Verbal PO Request under documents on the left navigation bar. 

 

b. Select New, complete the request form and submit. 

 

                      
 

 

 

 

 

 

 

 

 

 

mailto:purchase@uno.edu
https://sharepoint.uno.edu/finance/purchasing/default.aspx
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c. You will receive an email with the following information. 

 

 
 

2. You can view the status of the order by selecting the „view the status of this workflow‟ link. 

 

3. Purchasing will receive an email requesting the verbal po and reply with the verbal po number as 

illustrated below.  

 

 
 

If you have trouble reading the PO number you can select the „view workflow history‟ link. 

 

 


