
User Guide for Purchase Order Generation 
 

• Purchase order generation has 4 Stages. 

o Stage 1: Request for an item. 

o Stage 2: Upload Quotation. 

o Stage 3: Generate PO. 

o Stage 0: Create/update the item list. 

• Each stage and its steps are explained below with screenshots. 

 

Stage 1: Request for an Item. 
• Request for an Item will be made by the Team Leader only. 

 Step 1: Login into Clap and select “Purchase Orders>Po Request”. 

 

 

 

 

 

 

 

Step 2: Tab “Create New” to create a new purchase order request. 
 

 

 

 

 

 

 

 

 

 

 

 

 

 
 



Step 3: Fill/Select the required details and click on the “Save” Tab. 

 

 

 

 

 

 

 

 

 

 

Step 4: Click “Ok” for your Confirmation. 
 

 

 

Stage 2: Upload Quotations. 

• Quotation upload Process is done by the Purchase Committee Convenor. 

Step 1: Click On “Purchase Order Requests>Select Category>Merge Requests” to create a 
quotation.  

 

 

 

 

 

 

Step 2: Click On “Upload Quotations”. 
 

 

 

 



 

 

 Step 3:  Click On “Save” after selecting “Vendor>Upload Specifications” Quotation.  

 

 

 

Step 4:Click On “View Quotations” to see Quotation. 

 

 

Step 5: Click on “Edit” if you want to update Quotation details or click on “Back to list”. 

 

 

 

 

 

 

Step 6: Click On Invite “PC for Meeting” to finalize the Quotation.  

 

Step 7: Click On “OK”  to see Sent Quotations.  
 

 

 

 

 

 

 

 
 



Step 7: Click On “Submit” After filling online link and invitees, if it is an online meeting.  
 

 

 

 

 

 

 

 
 

Step 8: Click On “OK” for confirmation 

 

Step 9: Click On “Quotations sent to Meeting” to see Quotations. 
 

 

 

 

 

 



Step 10: Click On View Quotation>Compare Quotation to check and compare Quotations. 

• Send to meeting indicating quotation yet to finalize. 

• Send to F & A indicates Quotation sent to Finance. 

  

 

 

Stage 4: Generate PO 

• Designated persons in finance have access to PO generation. 

Step 1: Click on “Purchase Orders” to process Orders. 

  

Step 2: Click On “View” to Generate and add terms and conditions.  

 

 

 

 



 

Step 3: Click On “Terms and Conditions” to add details.  

 

 

 

 

 

 

 

Step 4: Click On “Save” after giving the terms and conditions.  

 

 

 

 

 

Step 5: Click on “Generate PO” for billing 

 

 

 

 

 

 

 

 

 



Step 6: Click On “View Generated Pos” to see Purchase Orders. 

 

Step 7: Click On “Download PONo” to download your order.

 

Step 8: Purchase order will be downloaded in pdf format click to view.

 

 

 

 

 

 

 



Stage 0: Create / Update the Items List. 

Only the Purchase Committee convenor has access to Create and update the item list. 

Update/Create budget head 

Step 1: Click On “Purchase Orders>Budget Heads” to add, Edit, and Delete BudgetHeadName.  

 

Step 2: Click On “Create New” to add a new BudgetHeadName. 

Step 3: Click On “Create” after giving budget head name. 

 

 

 

 

 

 



 Step 4: Created Budget head name is shown in the list. 

 

Update/Create Category 

Step 5: Click On Categories>Create New to add required categories. 

 

 

 

 

 

 

Step 6: Click On “Create” after giving the Category name. 

 

 

 

 

 

 

 



 

Update/create Products 

Step 7: Click On “Products>Create New” to add the required products. 
 

 

 

 

 

 

 

 

Step 8: Click On “Create” after giving the Product Name.  

 

 

 

 

 

 

 

 

 

Update/create Vendors 

Step 9: Click on “Vendors> Create New” to add vendor and details.  

 



Step 10:Click On “Save” to add PO Vendor details to the list.  

 

 

 


