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Access the ORPIN home page through your Internet access. 
 
 

 
 
 

2. Click on “Login to ORPIN” in the left hand menu bar 
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A similar screen will display 
 
 

 
 
 
 

3. Enter your “User Name” 
 

4. Tab down and enter your “Password”  
 

5. Click on the “Submit” button. 
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A similar screen will display with the name of the Person logging on to the ORPIN system.   
 
 

 
 
 

6. Click on “Create Documents” from the left hand menu bar 
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A similar screen will display 
 
 

 
 
 

7. Click on “Create a Purchase Request” on the main screen or the left hand menu bar. 
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A similar screen will display 
 
 
 

 
 

 
 

8. Click on the matching type of discipline on the face of the document and then click 
on “Next” 
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A similar screen will display 
 
 

 
 
 

9. To select the “Issued By” agency, click on the down arrow for a drop down menu of 
your agency’s organization.  Choose the agency the PR is being issued by. 

 
10. To select the “Issued For” agency, click on the down arrow for a drop down menu of 

agencies you have permission to issue PR’s on behalf of.  Choose the agency the PR 
is being issued for (i.e. a field office, personnel office, etc.). 

 
11.  After completing steps 8 and 9 above, click on “Next”. 
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A similar screen will display 
 
 

 
 
 

12. Verify the Discipline, Document Type, Procurement Method, Issued By, Issued For 
and Calendar Year. 

 
13. Browse for a current contract for this Service or Supplies 
 
14. Check the “I agree etc.” box and click on “Create” 
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A similar screen will display as a Request for Supplies and Services (PR) document is generated. 
 
 

 
 
 

15. The System will fill in the Issued by and Receiving Address Information based upon 
the selections you made in Steps 8 & 9 (Issued By and Issued For). 

 
16. It is not possible to change the agency name at any time.  If it becomes necessary 

to change the agency name, you must Delete (selection in left hand menu bar) this 
document and create a new document. 

 
17. For more information on revising or entering contact information, please proceed to 

the next step in this document.   
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18. If necessary, you can change the Issued by Address or the Receiving Address.  You 
may do so my selecting “Contact Information” from the left hand menu bar or 
directly clicking “Contact” on the main screen.  

 
19. To enter or change the contact information, select either Issued By Contact or Issued 

For Contact, whichever is appropriate?   
  

20. For more information on revising or entering contact information, please proceed to 
the next step in this document.   
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If you have selected “Contact Information” for the “Issued By” from the left hand menu bar or 
clicked on the Contact on the main screen, a screen similar to the following appears. 
 
 

 
 
 

21. The format of the Contact information is a very important in order for the search 
components in ORPIN to provide accurate information.  Please follow the 
instructions on the next four pages carefully. 

 
22. To find the name of the contact person, click on “Search for a Person”. 

 
23. For more information on revising or entering contact information, please proceed to 

the next step in this document.   
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A similar screen will display 
 
 

 
 
 

24. Enter either the contact person’s first name, last name or both.  You only need to 
make one entry (first name or last name or middle name).  Capitalization is not 
necessary. 

 
25. Click on the “Search” button. 
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A similar screen will display 
 
 

 
 
 

26. Find the correct contact name under the Name column from the search results which 
now appear at the bottom of the screen. 

 
27. Click on the correct contact name from the search results 
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A similar screen will display 
 

 
 
 

28. Verify information on the screen.  If information is incorrect, type in the correct 
information.   If the information is correct click on the “Submit” button. 
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A similar screen will display with the contact information displayed on the form 
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If you have selected “Contact Information” for the “Issued For” from the left hand menu bar or 
clicked on the Contact on the main screen, a screen similar to the following appears. 
 
 

 
 
 

29. Follow the same steps from 20 through 27. 
 

30. If there are no results for your contact search you may type in the contact person’s 
information.  When entering the name use the format of last name first, first name 
second (i.e. Smith, Robert). 

 
31. Click on the “Submit” button. 

 



 Purchase Request Creation/Send to SPO  

State Procurement Office 16 of 19 1-05-07 vs1 

A similar screen will display with the contact information displayed on the form 
 
 

 
 
 

32. When all information is entered, the user is ready to create a record of the PR 
document. 

 
33. When the user is ready to progress the document to the next step (approvals) they click 

on “Purchase Request Creation” in the left hand menu bar. 
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A screen similar to the screen below will display if the user has failed to fill in all of the required 
fields on the form and is attempting to complete a progression step (Create PR, Agency 
Approval, SPO Approval, etc).  The screen will identify only the fields that are not complete.   
 
 

 
 
 

34. The user will need to close this screen by selecting “Close” in the upper right corner.  
This will return you to the document for completion. 

 
35.  When you have corrected the missing information, select “Purchase Request 

Creation” in the left hand menu bar again. 
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A similar screen displays when all required sections of the PR are filled in and you have passed 
the Integrity Check step identified previously.  The screen should now display the PR number, 
date and time of action, current step and the next step.   
 

 
 

36. The user must click on the drop down arrow at the far right side of the box next to the 
words “Next Step”.  This will expose the next process step for your document.  The 
title of the “Next Step” may differ with each agency based upon the review processes 
they have been identified for your particular agency.  These steps could be mandatory 
or deferrable.  Please refer to the DAS CD instructions for explanation. 

 
37. User completes the agency approval steps as identified in the “Next Step” process.   

 
38. When agency has obtained all internal approvals and the document is final (includes a 

draft attachment such as a concept document, statement of work, or specifications, or 
any combination thereof as required by the ORPIN policy issued by DAS SPO), user 
selects the “Purchase Request SPO Approval” step from the “Next Step” box. 
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39. The user clicks on the arrow to the right of the “Select Person Responsible” and it 
displays a drop down menu.  The individual names and their agency’s organization 
will appear in the drop down.  This display will be different for each agency.  

 
40. The user must select “A Forwarding Account - Use this to move PR to SPO, SPO 

PR” (It may require the user to scroll down the drop down menu bar).  DO NOT 
SELECT ANYTHING OTHER THAN “A Forwarding Account - Use this to move 
PR to SPO, SPO PR” to send the PR to SPO for approval.   

 
41. Select “Submit Return”; this action will send the PR to the State Procurement Office 

to be processed as a solicitation released on behalf of the requesting agency.  The user 
will no longer have control of this document to make any adjustments or changes. 

 
42. NOTE:  When sending a PR to SPO for processing, users MUST NEVER select 

the “Issue PR” option.  If the agency completes the “Issue PR” step, the 
document cannot amended or progressed to a solicitation by SPO and the agency 
will be required to re-enter the PR and resend it to SPO. 

 
Also, do not use “Forward” to send the PR to SPO for processing.   


