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Purpose

The purpose of this document is to provide clear step by step 

work instructions on how to create, search, add attachments, 

and view approvers of purchase orders for business purchases 

that are $1.00 or more.

A PO should be created before goods or services are received 

and before the supplier submits an invoice.
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PO Checklist

• To create a Purchase Order, you will 

need to gather the following 

information from the PO Requestor or 
Finance.

✓ Vendor Number

✓ Cost Center

✓ G/L (General Ledger)

✓ Profit Center

✓ Expected Delivery Date

✓ Estimated Spend

✓ Quote/SOW/Contract 

Required? (Yes/No)
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PO Creation

• Access SAP from the Okta 
Apps home page.

 bioventus.okta.com/ 
app/UserHome

• Select SAP GUI BVP
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PO Creation

• Select:

ME21N-Create-Purchase Order-Vendor Known
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PO Creation

• Select the PO type

• We will be using the Indirect PO type within 
SAP

• Indirect Procurement purchases are goods 

and services that a company needs for daily 

operations, but which do not become part of 

the final product or service it sells
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PO Creation

Search for the Vendor, 

“Staples”

 

1. Click into the Vendor field 
and type the first 3 or 4 letters 

of the vendor name

• Example: Type in the name 

"stap" to bring up a list of possible 

vendor selections for the vendor, 
Staples

• Select the vendor whose Name, 
Street, City, and Country, that 
matches your request

• Double click the Vendor number, 
and it will load into the Vendor 
field
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PO Creation

• Select Purch. Org. and Purch. Group by clicking on the       icon 

to the right of each field

• Select “1010” for Purch. Org. and Company Code

• Select the Purch. Group (ask Procurement for your assigned group #)
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PO Creation

Fill in the required fields in 

Item Overview Section:

“A” Account Assignment Cat:

▪ Select “K“ Cost Center w/o GR

▪ Select “F” if the Requestor provides an 

I/O number
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PO Creation

Fill in the remaining required fields in Item 
Overview Section:

• Leave “Item Category” and “Material” 
Blank

• Short Text: Example “Miscellaneous 
Accounting Activities“

• PO Quantity (typically “1” for Indirect 
spend)

• Order Unit “EA”

• Delivery Date (the planned or actual 
date when goods or services arrive)

• Net Price (Total Cost)

• Currency

• Plant

• Material Group

• Press  “Enter”, SAP will tell you which 
field(s) you still need to complete 
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PO Creation

Fill in the required fields in Item 

Detail Section:

• Please reach out to your Finance 

Business Partner if you need this 

information.

• Go to the Account Assignment
tab

• Fill in these fields:

– G.L. Account

– Business Area

– CO Area

– Cost Center

– Profit Center
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PO Creation

• Click Save in the top left-hand 
corner of your screen

• A confirmation will pop up on 

the bottom bar stating “Indirect 

PO created under the number 
…”

• All Indirect POs begin with “47”

• All Direct POs begin with “45”
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Tips

Do I Need a PO?
• Is the purchase over $1? → Yes → Create PO
• Existing PO still has available funds and less than 1 year old? →  Yes → Use existing PO
• Existing PO consumed or Existing PO consumed? → Verify with Finance/Procurement
• New fiscal year? → Verify with Finance/Procurement
• Contract amendment increasing value? → New or revised PO may be required

Need Help With Contact

SAP Vendor Setup Procurement

Cost Center / GL Finance Business Partner

PO Approvals Procurement

SAP Issues IT Help Desk

Contract Questions Procurement

Can't find the Vendor in SAP? 
Submit a Vendor Setup request in Venminder from the Bioventus Okta 

Dashboard before creating the PO.  Link to Bioventus okta dashboard

14

https://bioventus.okta.com/app/UserHome


9/14/2026Confidential

Purchase Order Search
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PO Search

• To Search for a PO, select 

"Document Overview On" from 

the Create Purchase Order 
page

• POs you have created will 

appear in the list labeled 

“Purch.Doc.”

• Select “Document Overview 

Off” to close list of Purchase 
Orders
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PO Search

• If you need to search any other

POs, click on the

Selection Variant drop down 
and select Purchase orders

• This will give you an entire 

selection screen to pick from 

that you can use to search for 
a PO number
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Adding Attachments
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Adding Attachments to PO

• To add an attachment under a PO 

navigate to the icon on the top left-
hand corner of the screen

• Click the drop down on the 

right side and select 

Create… and then select 
Create Attachment
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Adding Attachments to PO

• Pick an attachment, and click

Open

• To view the attachments, click 

on the        drop down and 

select Attachment list

• Click on the attachment you 

would like to open and select 

Display (eyeglasses in the 
toolbar) 
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Approval of Purchase Orders
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Approval of POs

• To view approvers of the PO, 

select the Flexible Workflow 
tab

• Once the PO is approved, it is 

released and a .pdf PO attachment 

will be emailed to the PO creator 
only

• The PO creator will send you the PO.pdf

• Ensure your supplier includes the correct PO number (47xxxx) on all invoices to 

avoid payment delays.
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Approval of POs

• The PO is routed based on a 

matrix stored within SAP called 

ZMMT_PO_APP – Flexible PO 
Workflow Approvers

• Routes the PO for approval for any

amount of $10,000 and over

• Routes the PO for approval for any

amount of $10,000 and over
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Tips

• The PO can be edited once it’s 
been approved

• If a change is made, the PO will go 

through approval again

• Click Display/Change to make any 
edits
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Procurement Contacts and Resources
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Who Can I Contact with Questions?

Global Procurement Team

• Cheryl Grant, Indirect Category Manager

• Parker Graham, Direct Sourcing & Planning Manager

• Paul Ditter, Direct Category Manager

• Elizabeth Spiers, Director, Supply Chain Planning & Procurement VP Operations & Quality

• Chris Burcky, VP Global Supply

• procurement@bioventus.com
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