
 

  

 

 



 

1. Click and Login to Business 
Note: Icon located on your computer desktop  

 
 
 

2. Click   BOOKKEEPER/SECRETARIES tab 
 

 
 
 
 
 
 
 
 
 
 



3. Click POUPPR – to create a Purchase Requests 
 

 
 
 
 
 
 
 
 
 
 



4. Click the Plus Symbol 
 

 
 

5. A Lightning Bolt will appear.  
 

 
 
 
 
 
 



6. Click Lightning Bolt and PR.SEED will appear – Click PR.SEED to generate PR number (Please make a note of PR number). 
 

 
 
7. Tab over to Security Code and enter or search (click on drop down arrow to search) for your School or Department Code 

in the Security Code box (Example: Purchasing 0904).  Click on the Code and your Security Code will generate in the box. 

 



8. Click in the Vendor ID Box. If you do not know the vendor’s ID.  Click on the records icon to search.  

 
 
 
 
 
 
 
 
 
 
 
 
 
 



9. Type the name of the vendor in the Name box and press Enter. Once you have found the correct vendor. Click OK. 

 
 
 
 
 
 



10. The vendor ID and Name will appear.  

 

 

 

 

 

 



11.  Click in the Buyer Code box and enter the Buyer’s Code. These codes are shown in the chart on the next page or Bid List 
Book. 

 
 
 
 



 
 



12.   Enter the Ship to ID in the box. This will be your School or Department Code preceded by an S (Example: S0904). 

 
 
 

    
Do Not Proceed Until you Press Enter To SAVE.  
You will receive a message  

 



13.  Enter the Quantity, Units (Click on drop down arrow), & Unit Price ONLY.  

 
 

14.   Enter the Product code or Catalog number and the Description of the item you are purchasing in the Item Description  
Box ONLY.   
IMPORTANT NOTE: DO NOT ENTER the Product code or Catalog number in the areas designated above.  
Enter it ONLY in the Item Description Box.  
 
 
 



 
15.   Enter the Account information in the FYC (Example: 100000904) OBJECT (Example: 52520510) 

 
16.   Click any where outside of the OBJECT box to remove the blue frame and Press Enter to Save. 

 
17.   If you have more lines to add to your PR. Follow the directions shown on numbers 13 & 14.  You should not have to 

enter the Account Information again. If the account information is not shown re-enter.  
 
18.   Once you have completed adding all of the items you wish to purchase. 
 
19.  You will submit your PR into Business Plus workflow. 



 

20.  Click the Pending Task aka workflow icon.  

 
 
 
 
 
 
 
 



21.  This will open your ability to submit your PR into workflow. If workflow does not look as shown. Click the white 
dropdown arrow shown beside the Purchase Doc tab and click Purchase Document. The Approve, Reject, Hold, Forward 
tabs should appear.   

22.  Click the Approve tab 

 
 
 
 
 
 
 
 
 
 



23.  An Approve box will pop-up - Click Submit. 

 
 
 CONGRATULATIONS YOU HAVE CREATED AND SUBMITTED YOUR PR INTO BUSINESS PLUS WORKFLOW! 
 

 


