
Purchase 
Orders



Purchases of goods exceeding $2,500 
● Determine the cost of the item

● Submit a purchase requisition

● Process the payment through Concur

● Contact Purchasing department at purchase@nmu.edu



Determine Cost/Submitting PO request
● Have an estimate of cost

○ Quote or printout

● Complete purchase requisition
○ Attach supporting documents
○ Email purchase@nmu.edu

■ When vendor has an address that is different from 
their W9 address ( remit to address), inform 
Purchasing of different address so the PO can be 
set up correctly 

Note: Purchasing will email you with PO number 
once they complete the processing of your request.



Concur Settlement
● PO’s will feed overnight to Concur to 

be processed by the person that 

submitted the request

● Search for the PO number provided 

by the Purchasing department
○ Process like a normal invoice



Concur errors
● PO mismatch error

○ Verify vendor name and address  is correct

○ Verify you have the correct PO number

■ Email venpay@nmu.edu if errors still exist (include invoice number)



Any questions?

reach out to 
Vendor Payables 

at venpay@nmu.edu
or ext 2339


