
Purchase Order Workflow — DSG Procurement
Step-by-step guide for creating a Purchase Order, recording invoices, declaring GRN, and exporting the Finance
PDF.

Section A — Create the Purchase Order
Step 40 · Create Purchase Order from RFQ

Return to the RFQ/RFP page and click Create Purchase Order.

Figure 1: RFQ page after vendor award - click Create Purchase Order to proceed

Step 41 · PO Page — Submit Invoice or Request from Vendor

• Click Submit New Invoice to enter the invoice details yourself
• Click Send Invoice Request to Vendor to email them a secure portal link

Step 42 · Fill in Invoice Details

Fill in the invoice form:

• Invoice Number and Invoice Date
• Payment Type — One-Time, Progressive, or Prepayment
• Line item quantities
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Figure 2: PO page showing Submit New Invoice and Send Invoice Request options
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• Upload official invoice — mandatory PDF
• Remarks — optional

Click OK to submit.

Figure 3: Invoice modal - fill in number, date, payment type, quantities, upload document

Section B — GRN Declaration & Finance Export
Step 43 · Submitted Invoices — Declare GRN if Required

Click View on an invoice in the list to open it.

Step 44 · Find the Declare GRN Button

Scroll down and click Declare GRN.

Step 45 · Fill in GRN Details

• Add remarks — e.g. date received, delivery notes, or delivery order ref
• Click Submit
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Figure 4: PO page showing submitted invoices - click View to open invoice and declare GRN

4



Figure 5: Invoice detail view - scroll to find the Declare GRN button

Figure 6: GRN declaration form - add remarks and submit
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Step 46 · GRN History Recorded

GRN history is updated on the invoice — declarations with remarks and timestamps.

Figure 7: GRN history shown on invoice - all declarations with remarks and timestamps

Step 47 · Export Finance PDF

Click Export PDF on the invoice or PO page.

Step 48 · Finance PDF — Pass to Finance for Payment

Send or hand the exported PDF to the Finance team.
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Figure 8: Export Finance PDF button on the PO or invoice page
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Figure 9: Finance PDF showing all payment details for Finance team processing
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