
REQUISITIONS, PURCHASE ORDERS, 
RECEIVING, & CONTRACTS
Govs Suite



WELCOME!
Please jot down your questions and hold until the 
end of the presentation.



Agenda

• Govs Suite Quick Tour

• New Suppliers

• Creating Requisitions

• Editing Requisitions

• Purchase Orders

• Change Orders

• Receipts



GOVS SUITE QUICK TOUR
Accessing the Procurement Module



Govs Suite Login



Govs Suite Home Screen



Govs Suite Navigating to Procurement



Procurement Page



NEW SUPPLIERS
Merchants, Vendors, Contractors, etc.



New Supplier Registration Process

• Supplier registration will now be facilitated through a supplier portal in Govs Suite.

• New supplier requests can still be submitted to Procurement through GOVSTECH.

• If a department wishes to expedite the registration process, they can refer the 
supplier to the registration link and instructions on the apsu.edu/procurement 
webpage.

• Procurement will directly assist suppliers with the registration process if they 
encounter any challenges.

• Once registered and approved, Procurement will notify any departments/individuals 
that were provided by the supplier as a reference.



New Supplier Registration Page

• Suppliers can register 
directly with APSU now!



New Supplier Registration Page

• If you refer a supplier for 
registration, please remind 
them to provide your 
name/department.

• This will help us update 
you when they are in the 
system.



Supplier Portal

• Suppliers can manage their profile changes and updates in the portal​ including 
addresses and ACH details.

• In the portal, suppliers are able to directly Invoice against their Purchase Orders, 
which go directly to Accounts Payable.

• Requisitioners will receive a hold notification in Govs Suite if a Purchase Order is 
Invoiced but does not have Receipts.

• If a supplier sends you an email or paper invoice, please contact Accounts Payable for 
further instructions.



REQUISITIONS
Punchouts, Non-catalog, Payment Authorizations, Business Meal, 
Contracts



• From the Navigator Menu

• Click Procurement

• Click Purchase Requisitions

Requisitions



Requisitions
• Setting Preferences

• The appropriate BU (Business 
Unit) must be selected prior to 
entering a requisition.



Requisitions



Requisitions

• Clicking “Requisition 
Forms” takes you to the 
Business Meal, Payment 
Auth, Noncatalog, and 
Contract Request forms



Requisitions • Fill out the line item information



Requisitions • Select the supplier. Add any notes or attachments needed.



Requisitions • Click “Add to Cart” to proceed to the next step.

• *Note* If your requisition has multiple lines, click “Create 
another request” to add each subsequent line item.



Requisitions • From the Cart screen is where you can add additional lines, 
check funds, and adjust the FOAP.



Requisitions

• Here, line items can be adjusted, duplicated, or removed.

• Individual/Split FOAP accounts can also be applied to each line.



Requisitions

• Clicking the truck 
icon takes you to the 
Delivery and Billing 
Details.

• In the Billing section, 
the 3 dots will allow 
you to edit/split the 
FOAP.



Requisitions

• The Quantity Fields at the top 
allow you to split the line 
between multiple FOAPS



Requisitions

• If you have a Grant FOAP, enter 
the project number.

• Additional fields will populate 
to be filled out.

• Contact the Grants office if you 
have any questions about Grant 
expenditures.



Requisitions

• The Charge account 
field is where FOAP 
information is updated.

• You can also search by 
description if you do 
not know the value.



Requisitions

• “Checking Funds” will verify 
funds are available.

• Click view details to identify 
the budget account that failed.



Requisitions

• “Checking Funds” will verify 
funds are available.

• Click view details to identify 
the budget account that failed.



Requisitions

• After resolving any budgetary 
issues, the Requisition can be 
submitted!



CONTRACTS
Amanda Phillips

Contracts & Reporting Specialist

phillipsag@apsu.edu

931-221-7022

Corey Harkey
Associate General Counsel​
harkeyc@apsu.edu​
931-221-7584​



CONTRACTS NAVIGATION
(Select Procurement)



CONTRACTS NAVIGATION
(Select Purchase Requisitions (New))



CONTRACTS NAVIGATION
(Select Requisition Forms)



CONTRACTS NAVIGATION
(Select Contract Request Form)



CONTRACT REQUEST FORM
(Fill in Description & Pricing)



CONTRACT REQUEST FORM
(Fill in Supplier Information)



CONTRACT REQUEST FORM
(Fill in Contract Information)



CONTRACT REQUEST FORM
(Fill in Department Information & Type of Contract)



CONTRACT REQUEST FORM
(Add Attachments & Add to Cart to Submit)



BREAK TIME – Back at 11!

• What’s next?

• Notifications and Approvals

• Creating Requisitions for Another 
Employee

• Reassigning Requisitions

• Updating/Editing Requisitions

• Deleting Requisitions

• Change Orders

• Purchase Orders and Life Cycle

• Creating Receiving Reports (Receipts)

• Correcting Receipts

• Partial Receipts



REQUISITIONS
Notifications and Approvals



Requisitions - Notifications

• The notification bell is a critical 
point of communication.

• Various updates will feed through 
the notifications.

• Approval notifications also 
appear here.



Requisitions - Approvals

• To approve a requisition, the 
easiest way is through the 
notification.

• Click the requisition number to 
view the document.



Requisitions - Approvals

• A requisition summary 
will pop up for review.

• Then approve/reject 
the requisition. 



REQUISITIONS
Creating requisitions for other employees to review or submit.



Requisitions • Changing the Requestor field in 
your preferences will send your 
requisition to the person to 
approve after you submit.

• This example will route the 
requisition to Taylor Borman to 
approve after it has been 
submitted



Requisitions - Reassign

• If you want to change ownership of a 
requisition, you will not submit the 
order from your cart.

• After preparing your cart, navigate to 
“My Requisitions”



Requisitions - Reassign

• From this screen, clicking the 3 Dots 
next to the requisition bar will open a 
menu with the option to reassign.

• The new owner will be able to edit 
the requisition and submit the order.



Requisitions - Reassign

• Here we can see the notification 
sent and the Draft requisition now 
appears in Casey’s list



REQUISITIONS
Managing your requisitions and orders.



Requisitions - Manage • The “My Requisitions” screen is used 
to search and manage your orders.

• You can Withdraw, Edit, Delete, and 
submit Change Orders



Requisitions – Edit/Update

• Let’s edit the requisition 
that was assigned to Casey.



Requisitions – Edit/Update

• Now the requisition is in the 
Cart, and it can be updated and 
submitted.



Requisitions – Cancel • Requisitions can be cancelled, 
and drafts can be deleted from 
the same menu.



Requisitions – Change Orders • Change Orders 
for requisitions 
that have already 
been approved 
are submitted 
through the 
same menu by 
clicking edit.



Requisitions – Change Orders
• After submitting the edits, the 

status on the requisition page will 
update to show pending approval.



REQUISITIONS
Requisition Life Cycle



Requisitions – Life Cycle

• Requisition, Purchase 
Order, Receipt, and 
Invoice documents are 
all linked together in 
Govs Suite.



Requisitions – Purchase Orders

• From the "My Requisitions" 
Page, you can drill down by 
clicking “View Details”



Requisitions – Purchase Orders

• Navigate to the Actions menu 
and click “View Life Cycle”



Requisitions – Purchase Orders

• In this example, we can see that 
a Purchase Order has been 
created, and an Invoice has been 
submitted.

• Because a Receipt has not been 
created, the “Fulfilled” is empty. 

• Additionally, we can see there is 
a hold on the invoice because it 
is waiting for receipt matching



REQUISITIONS
Receipts (Receiving Reports)



Receipts

• Receiving has its own 
dedicated section.

• Links can be found 
through the navigator or 
the home screen.



Receipts

• The “Orders to Receive” 
page is used to identify 
orders for which you have 
not created receipts.



Receipts

• Check the box next to the 
item you want to create a 
receipt for.

• “Receive Now” will do a 
quick receipt for the item 
selected.

• “Receive with Details” 
allows for partial receiving if 
your order has multiple 
items.



Receipts – Partial Receipts

• “Receive with Details” will 
open a sidebar to specify 
the quantity that was 
received.



Receipts – Updating Receipts

• The “My Receipts” page 
allows you to manage 
your created receipts.

• You can update/revise 
receipts here if your 
original amounts were 
incorrect.



QUESTIONS?
Pat Walton, waltonp@apsu.edu
Lois Culwell, culwelll@apsu.edu
Casey Leffel, leffelc@apsu.edu
Corey Harkey, harkeyc@apsu.edu
Amanda Phillips, phillipsag@apsu.edu



FIN
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