Training Exercise: Delegated Purchase Order

		




	Module:
	Procurement

	Scenario:	  

PREREQUISITES:
	Create a Delegated Purchase Order

TRN APPROVER




	Action
	Icon
	Field/Value

	Navigate to Inbox
	[image: ]
	· Click Inbox Icon

	Select Requisition
	
	· Requisition action item should display, if it does not click on Requisition action item.

	Click OK
	
	

	Click Refresh Notification (Orange Bar)
	
	· Notification should display above Action items list
[image: ]

	Review Purchase Order 
	
	· Tax Option: Calculate Tax Due to Supplier
· Click Update Tax button
· Click Approve

	Details and Process
	
	· Expand Section
· Status (In Progress)

	Click Done
	
	· Workday will Issue PO at the top of the hour
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