
Blanket Purchase Orders 
 

Blanket purchase orders (BPOs) are used to pay for recurring service charges over a specified period 
of time. Common examples include copier agreements, service/maintenance contracts, Spherion 
pay, utility bills, fuel card allotments, monthly or weekly rentals, and similar expenses.  

BPOs are no longer used for physical goods without sufficient justification. If your department 
purchases from a supplier very frequently, a P-Card should be used. If no one in your department 
has a P-Card, talk to your Cost Center Manager or the Purchasing Director. 

Mister Paper and Staples 
Blanket purchase orders ARE used at Mister Paper and Staples because of the way these supplier 
websites are set up. These requisitions, as well as all other BPOs for goods or services, must be 
created in Workday as Service Requests, per the process below. 

1. In the Purchases app, under Actions, select Request Non-Catalog Items. 
2. On the initial screen, in the Requisition Type field, choose Contract - Vendor.  
3. Your default Worktags are selected. If this BPO will be paid for by another account, change 

those worktags here. Otherwise, select OK to continue. 
4. On the next screen, select Request Service to start your line item. 
5. Enter the Spend Category, Supplier, and Start/End Dates. These fields are required. 
6. The Description must be specific and include the names of all authorized users. 

❌ “mister paper”, “blanket”, “supplies bpo” 
✔   “Blanket purchase order for office materials and supplies, Purchasing Office, fiscal year 
25-26. Authorized user is Heather Domin.” 

7. Enter the Extended Amount and select Add to Cart. (The Memo field is not necessary.) 
8. To add more lines, repeat steps 5-7. When finished, open your Cart and select Checkout. 
9. In the Memo to Supplier field, enter any information you want the supplier to see on the 

purchase order PDF. Purchasing will add required language for Mister Paper and Staples. 
10. The Internal Memo field is optional and can be used for your own reference if desired.  
11. Use the Attachments section to upload any supporting documents such as contracts, 

agreements, rental forms, etc. that have been reviewed by the Purchasing Director.  
12. Scroll horizontally through the line item(s) and select a Spend Category. Change any 

Worktags to match those changed in step 3, if applicable. 

13. You can Submit the requisition, Save For Later, Continue Shopping (to add more line 
items), or use the Related Actions menu (three dots) to cancel. 

IMPORTANT: 
You must wait until any contract/agreement document has been signed by the Purchasing Director 
before submitting a requisition. Never place an order without a valid PO in place beforehand. 

See the Purchasing website for more policies and procedures related to blanket purchase orders. Failure 
to adhere to BPO policies and procedures will result in removal of BPO privileges.  
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