
Oracle Quick Reference Guide  
Purchasing Promotional Items  

1 | P a g e  
 

 
1. Type “FSA” in your internet explorer browser and hit enter.  Enter your computer xID and password: 

 
 

2. You will be brought to the Finance Portal. Click on Oracle Financials then the Oracle Financials hyperlink. 

 
Note – typing in “BUYIT” in your internet explorer browser prompts you to log in just like above however 
instead of bringing you to the Finance Portal it brings you directly to the iProcurement Home Page 
(Screenshot from Step 4 below). 
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3. Navigate to PFI US PO Requester > iProcurement > iProcurement Home Page. 

 

 

4. Within the Shop tab of iProcurement select the “Promotional Items” hyperlink then select the vendor 
you wish to view. Steps 5-7 show the process of placing an order for a special, “non-catalog” order. 
Before proceeding you must have worked with the vendor offline so that they can create the quote 
number. Once you have this number you may proceed to step 5. Steps 8-13 show the process of 
reviewing the catalog directly from the vendor’s site. 
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5. Click on “Oracle Quotes” (top navigation bar).  
 

 
 
 
 

6. Enter the Staples Promotional Products Quote number in the box (quote # should have been provided 
to you by the vendor). Click “Find” (quote detail will be displayed). If quote detail does not display, 
contact the vendor – all contact information can be found within the Best Practices document within 
the Promotional Items storefront above. 
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7. Click on Place Order 

 
 
 
 
 

8. …Continuing from step 4 above. You may choose any of the options to search for products or use the 
search feature: 

 



Oracle Quick Reference Guide  
Purchasing Promotional Items  

5 | P a g e  
 

9. Once you find the desired item, click on it and input the quantity. You can view Inventory availability 
dates if needed. Select Add to Cart. 

 
10. When complete select View Cart in upper right of screen: 

 
11. Review the cart and make updates or add Signature Cards, if needed. When complete click Check Out: 
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12. Select Shipping then click Continue: 

 
13. Review finally then click Place Order. 
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14. After placing the order, system will bring you back to iProcurement. Items will populate into your 

requisition cart/form and supplier information is shown above in yellow. 

 
 
 
 

15. If you leave the Financial Approver section blank it will default to your manager.  If you need to change 
it, select the magnifying glass and choose another Financial Approver.  
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16. Please note:  If you do not have a Pru location assigned to you, a message will appear to edit the ONE 
TIME ADDRESS line.  If this happens, select the Edit one-time address button towards the right of the 
screen.   

 

 
 

i. After clicking on “Edit One Time address” you may choose to Create a New One-Time 
Address or Select Existing One-Time Address. For future use of the address, Click on Save Address and 
Apply. 
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ii. If you want all line items to ship to the same address, click the “Apply this Deliver-To 
Location…” checkbox on Selected Lines: left hand upper corner, Click “Copy Deliver To”.     
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17. Review page and if correct, select Submit 
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18. Once approved, the system will notify you via email and automatically send PO to the vendor. 

NOTE: Your requisition must be fully approved before a PO is sent to the vendor. 
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19. Upon receipt of a PO#, the vendor will email you an Order Acknowledgement with details of your order along 

with estimated ship and in-hands date information.  
 

 


