Ohio ‘ Buys  How to Create a PAYO1 Purchase Requisition
Step-by-Step Instructions for Creating a PAYO1 Purchase Requisition

If you are creating a PAY01 purchase requisition, you must manually make this indication when
completing the checkout process in Ohio Buys. The PAY01 Business Unit will not default when
creating the purchase requisition.

On the Header section of the Purchase Requisition page, navigate to the Business Unit field
and select PAY01 — Payroll from the drop-down menu.

Header

Requisition ID
578

Status Business Unit *

Dvait { DASO1 - Dept of Admin Services
Type

Standard Purchase . fes . CSAQ1 - DAS Central Service Agency

il oy Lkl OAKO1 - OAKS
Catalog Purchase 13/22 - ASP

IPAYOl - Payroll

PRTO1 - State Printing

| 045301000 Human Resources Division JRST27 - See All

Business Unit *
DASD1 - Dept of Admin Services

Fiscal Yeaur
2020 - State of Ohio

Click Save. Complete the purchase requisition as appropriate.

When adding a freeform line item to a PAYO01 purchase requisition, additional steps are
required when selecting a Supplier.

Under the Supplier field of the line item, click See All.
Supplier

1 AMAZING HOME HEALTH CARE LLC

1 BUCKEYE LAWN & LANDSCAPES LLC

O I

I See All I

Change the Set ID filter from State to OHALL.

Click Search. Suppliers will now be properly filtered for PAYO1 purchases.

| Q Search

If you have questions or need additional assistance, please contact Ohio Shared Services Contact Center
via email (ohiosharedservices@ohio.gov) or phone (877-644-6771). 10of1
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