
Purchase Order Created 

Requisition Creators will follow this process to ReviewReviewReviewReview and PrintPrintPrintPrint Purchase Orders.   When a Purchase 

Order is created, a “Purchase Order Created” workflow task will be routed to the SAP Portal Worklist 

of the original requisition creator.  Hourly emails (during business hours) will notify Requisition 

Creators that New WorkflowNew WorkflowNew WorkflowNew Workflow has been delivered to their SAP Portal Worklist.  

Process: 

• Logon to the SAP Portal. 

• Click on the “Worklist” tab. 

• Select the “Purchase Order Created…” task you wish to work on. 

• Review and Print Purchase Order. 

 

1. Logon to the SAP Portal. 

 

SAP Portal Logon  

NOTE: if you forgot your password or are using SAP for the first time and don’t know your password, 

click the Get SupportGet SupportGet SupportGet Support link to get a new password. 

 



2. Click on the “Worklist” Tab.    

Portal Worklist  

3. Click on the “Purchase Order Created…” task to process.  You will see the Purchase Order  

number in the task description.  

4. Following completion of task, click RefreshRefreshRefreshRefresh to see the task removed from your worklist.  

 

For general Worklist Help, click on the “Worklist Help” link   

 

 



Purchase Order Review / Print Purchase Order Review / Print Purchase Order Review / Print Purchase Order Review / Print     

 

 

1. Click on Print PreviewPrint PreviewPrint PreviewPrint Preview to review and print the Purchase Order (see instructions next pagesee instructions next pagesee instructions next pagesee instructions next page). 

2. Click on BackBackBackBack following return from the Purchase Order review and print step.... 

3. Click “Complete Work ItemComplete Work ItemComplete Work ItemComplete Work Item” to complete this task.  Close windowClose windowClose windowClose window.  Note - “Cancel” will 

retain the task.   

 

1111    
2222    

3 



1.  Press PrintPrintPrintPrint to send Purchase Order to your printer. 

2.  Press SaveSaveSaveSave to save the Purchase Order as a PDF file on your computer.   The saved file may be 

distributed as an email attachment.  

3.  Press BackBackBackBack when finished to return to the prior screen. 
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