BLANKET PURCHASE ORDERS

When creating a Requisition for a Blanket Purchase Order you will follow the same instructions
for creating a regular Requisition, with the following changes:

When you get to the Lines section of the requisition be sure that your “Item” field reads “Blanket
Order\05/06” (or appropriate school year).

You theh need to reverse your Quantity and Unit Cost fields. Example: If you are opening a
$5000.04 Blanket, your Quantity would be 5000, and your Unit Cost would be $1.00.

In the “Itém Description” field you should give a brief description of what materials will b
purchased\with this Blanket Purchase Order. Example: Lumber/Hardware supplies.
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