
How to create SP Purchase Order for Urgent & Stock Request 

 

Step 1: Go to transaction       Purchases       Enter Purchase Order  

 

 

 

PO request for below minimum order you can still create PO since we will consolidate all the items 

until it reached the required minimum amount and then proceed to order.  

 

 

 

 

 

 

 

 



 

Step 2: You will be redirected to this page        Fill in the necessary field box with this sign (*) 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

MEMO: Remarks should be what parts requested are 

applied for 

1. Customer Order SO#_ PAYMENT#_ 

2. Stock Order request 

3. Class B Order Engine No._ 

4. Service Unit Order Engine No._ 

5. Warranty Order Parts 

6. Freebies from Supplier (ex. Honda) 

7. Freebies from Operation 

8. Delivery claims for Model & Engine No. 

 



 

Step 3: At the lower portion fill in the item id or part number 

 

 

 

Step 3.1:  Scroll to the right side for checking the gross amount this is subject for what order type 

request (urgent or stock base unit cost must be applied- purchasing will check on this part) 

 

 

 

 

 

 



 

Step 4: How to attach file       Go to Communication       Files       Click the + sign 

 

 

 

 

Then you will be redirected to this portion – Create a folder for PO attachment – select choose file to 

attached then click Save! 

 

 

Step 5: After reviewing your items and files have already attached you may now CLICK SAVE! 

 

 

 

 

 

 



 

After saving you will get this confirmation once it is successfully saved! 

 

Pending Approval - meaning this is subject for checking and approval from Purchasing Department 


