Pro-Card Process Instructions: Generating your first Citibank Procard PO for the month.
1. Navigate to Main Menu> Purchasing>Purchase Order>Add/Update POs. 
2. Click the Add button on the Add a New Value. 
3. Select the Summary Document Type drop down menu and chose Procard option.
4. Enter Citibank for your supplier field.
5. Go to Copy from drop down menu and chose Requisition. 
6. Enter Requisition ID number.
7. Click Search
8. Requisition will appear and you will put a check in the Select box. It will return to the Main PO page.
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9. In the Description field, type the name of the vendor that you are using to buy with your Pro-Card. For example, if you’re buying from Walmart, indicate it this way…
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10. By identifying the vendor on description field, our accounting staff can know exactly who the purchase was made from even though the PO indicates Citibank as the supplier. 
11. You will still enter HUB bid details information and the class item tab information. 
12. Save the PO, change the Open status to Approved. 
13. Budget check the PO and then Dispatch. 
14. Print your PO from the Reporting Manager. Your PO will indicate on the top “Do-Not-Dispatch”
14. End of Process. 



Adding Requisitions to your existing Procard Purchase Order.
 1. Navigate to Main Menu> Purchasing>Purchase Order>Add/Update POs. 
2.  Click the Find an Existing Value tab
3. Type in the PO you’re originally created from your first procard request at the PO ID field. Click Search.
4. Click the Change Order icon (blue triangle). 
5. Go to Copy from drop down menu and chose Requisition.
6. Enter Requisition ID number.
7. Click Search
8. Requisition will appear and you will put a check in the Select box.  It will return to the Main PO page.
[image: ]


9.  In the Description field, type the name of the vendor that you are using to buy with your Pro-Card. 
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11. You will still enter HUB bid details information and the class item tab information. 
12. Save the PO, change the Open status to Approved. 
13. Budget check the PO and then Dispatch. 
14. Print your PO from the Reporting Manager. Your PO will indicate on the top “Do-Not-Dispatch”
14. End of Process. 
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