
Setting Up                            
New Supplier Requests                     

in 
Pioneer Purchase



• Open My Vol State Portal
• Select Pioneer Purchase



• Sign In
(single sign on)



Search for Existing Supplier
• Select Non-Catalog Item



• Enter name of Supplier in the search box.
• If the supplier's name appears that means they are already set up in our system. You would select and begin the requisition 

by completing the required fields in the form & save. This will place the order in your Shopping Cart to complete.

Required field, if no catalog number 
enter generic 



If the supplier's name does not appear, close this form and 
proceed to create a new supplier request.



Setting up a new Supplier
• Select New Supplier Request



Fill in form
Asterisk * Fields are required
Enter e-mail address for PO to be delivered



1. Upload Completed W-9 signed and dated by the vendor        2. Select YES                  3. Select “Add And Go To Cart”



Select Proceed to Checkout



Fill in required fields indicated as Required – refer to Draft



To enter Billing Information, Select the pencil icon 



1. Enter 1480 into the address field  2. Select Accounts Payable  3. Select Save



To Enter Accounting Codes Select Required in the Index Field  then again in the Account Field. The Fund, Org and Program 
will auto fill once the Index and Account Codes are entered.



Select Search Icon



Enter your Index Code

Select Filter



After you select Filter, the screen shown below will pop up with your Index Code and Description 
Select the plus icon

Repeat process for Account Code Select Save once complete



Select Submit Requisition



• Accounts Payable receives a notification in Pioneer Purchase for the new supplier request
• Accounts Payable will set up the new supplier with a V# 
• Accounts Payable will notify you by email when the set up is complete

• You will then proceed with creating a Requisition for your purchase by selecting Non-Catalog Item from 
the Home Page. Your supplier’s name will appear when you begin typing it into the field. Select and start.

• Once your requisition has been signed by all approvers, it becomes a Purchase Order (PO) with a specific 
PO Number where you will receipt once the service or items have been received along with an invoice. 

These instructions, along with others, will be on our website under the Purchasing and Contracts Link, Staff 
Resources, Pioneer Purchase Training Documents at the bottom of the page.


