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This quick reference guide is designed to assist you in understanding how to create orders in 
Procure.AZ for items off of an existing Contract or Master Blanket.  
  
Key Terms 
Release Requisition – Document used in Procure.AZ to build your “shopping cart” of contract items 
Purchase Order – Document used in Procure.AZ to record the final order and transmit the order to 
the vendor electronically 
 
Creating a Release Requisition 
To create a Release Requisition, first start a new Requisition by selecting 
Documents>Requisitions>New and choose “Release” as the Requisition Type. 
 

 
 
Complete the remaining required fields and select “Save & Continue.”  
 
Then, click on the Items tab, select “Search Items,” and enter your criteria for the items you would 
like to add to the Requisition and select “Find It”.  If you want to view all applicable contracts, select 
Document on the Result Type dropdown. You can then access the contract by clicking on the 
Master Blanket # link.  If you want to view only the relevant items, select Item on the Result Type 
dropdown.  Procure.AZ will then return your results. 
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Once you locate the items you want to order, enter quantities for the selected items and click either 
“Save & Continue” or “Save & Exit.”  This will add the items to your shopping cart.   
 

 
 
You will not need to type the description or pick the vendor as this information has already been 
pulled from the contract by Procure.AZ.  You can also combine items from separate contracts onto 
a single shopping cart.  Procure.AZ will split these into separate orders and route them to the 
appropriate vendor when you are ready to submit your order.     
 

 
 
If necessary, you can go to the Address tab and change the “Ship To” and “Bill To” addresses as 
long as you have permission to do so; otherwise this information is automatically populated by 
Procure.AZ.   
 
You can also go to the Attachments tab and add attachments to your requisition, such as Terms 
and Conditions or other internal documentation.   
 
Once you have completed the Requisition select “Submit for Approval” on the Summary tab.  
 
Sending a Release Requisition 
After submitting the Requisition, if an applicable approval path is found, it will be displayed for your 
selection.  If no Approval Path is displayed you will have the choice to either “Manually add an 
Approver” or to select “Automatic Approval”.  If an Approval Path is triggered by the Requisition, it 
must be approved before the PO is created.  
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Once the final approval has been received, you will be notified via email and a PO in “Ready to 
Send” status (3PRS) will immediately be created.  

 

 
 

Transmitting a PO to the Vendor 
To send the order, open the PO, and you’ll be taken to the Summary tab.  
 
Scroll to the bottom of the screen, where you will see two options to submit your order to the 
vendor.  You can select “Send Email and Notify Vendor” and an email will be sent automatically to 
the vendor, who can then login to Procure.AZ to retrieve the PO.  Or you can also select “Set to 
Printed Status”, and the PO will not be automatically transmitted to the vendor.  You will then need 
to follow your Organizations normal process in submitting POs to the vendor. 
 
Once you have made your selection click “Save & Continue”.  The PO will then be converted to 
“Sent” status.  You can then print your order for your records or you can select, “Print Vendor Copy” 
and send to the vendor. Your contract ordering is now complete! 
 

 
 


