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I have already submitted a 
requisition. How do I get a PO 

number? 

 

 

 

• When you submit Catalog and Punchout requisitions, Fusion automatically emails you with information once 
it is approved.  This includes the system-generated PO number.   

• In the case of non-catalog requisitions, you receive the PO number after the Buyer processes it. As shown on 
the Manage Requisitions screen below, the PO number displays under the Order column for that 
requisition.  If this field is blank, it means the PO has not been generated yet and is pending Supplier 
acknowledgment or Buyer assignment.  

• If you have not received the email with the PO number,  
 

 

1. Go to your Managing Requisitions screen and search for the requisition. 
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2. Click on the requisition. 

 
 

3. Then, on the Requisition screen, go to the Buyer field.  

 

• When this field displays “PO Buyer,” it means the requisition has not yet been assigned to a buyer.   
• If you have not received the email with the PO number within two (2) business days, check the requisition 

again to see if the buyer is listed. If no buyer is listed, reach out to your regional Purchasing team for more 
information. 

a. East Region: Eastregionpurchops@wgresorts.com 
b. West Region: Westregionpurchops@wgresorts.com 
c. Orlando Region/All Florida Offices: Orlandoregionpurchops@wgresorts.com 
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