BLANKET (OPEN) PURCHASE ORDER

A Blanket Purchase Order has two purposes.

e While in the Invoice Processing an additional account codes can be added. It doesn’t add to the
total encumbered amount of the purchase order. It just moves the funds from one account to
another.

e Ablanket PO can be added to a spreadsheet and imported into Visions for Invoice Processing. This
is most common when we pay Office Depot, or any other District-Wide invoice. It will pay a portion
of the invoice with each PO.
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To create a Blanket Purchase Order, select “Blanket” in the Order Type drop down option of the Requisition.

Actions Help

Reguisition Detall [ Addresses I Motes I Proposed Vendor ]
Requisition Information Order Information PO Information
Req. Number Date 9/24/2019 [ || Order Via | Mail |L] PO Number
Vendor Office Depot, Inc. B Project | UNDESIGNATED !v] PO Date

Ship To WEST LINN- WILSONVILLE ADMINISTRA| v || | Date Required  10/9/2019 [ Revision

DAC WLWV Administration E K Order Type Purchase Order Req. App.
Requester Paula Hotaling F] W39 Revd Reference ?Purchase Order Closed Date
Buyer Award Numbeyi.BlanKEt || Status




