
Create a Purchase Request for Materials 
In the Go Work Management 
app, from the Phase Details 
Menu, select Materials. 

Select Purchase Request.  

 

Go Purchasing app will launch. 

   

 
  



 
Add a Description.  
Enter Needed By Date. 
Select Parts. 

Tap the Blue Cross (+) to add a 
Part. 

Select the Part Type to Find. 

• Scan / Search Part from Stock or 
Vendor Catalog 

• Browse Inventory by Category 
• Select an Inventory Kit 
• Enter another Part 

   
 

  



Scan / Search Part 
Scan a part by Barcode or  

Type short Description 

Tap on a Part to Request. Enter Quantity to Request, and 
Tap Done. 

   

 

  



Browse Inventory by Part Class / Category 
Note: UCB Class, Commodity, and Item Codes are different than shown below. 

 

Tap Class. Select Part Class. Search and Select Part 
Commodity 

   

 

  



Select Item. 

Tap Done 

Tap Search Select Part. 

   

 

  



Enter the Quantity to Request. 

Tap Done to finish. 

 

 

  



Select an Other Part (Non-stock, non-catalog) 
When entering a part to order, try to be as complete as possible. You can even add a photograph or link 
to the item you wish to purchase.  

1) Enter the manufacturer’s part number 
2) Enter the part description 
3) Enter the unit of measure (usually, EA) 
4) Enter the Quantity 
5) Enter the Unit Cost 
6) Select the preferred vendor (the buyer may select another) 
7) Select the address code (for invoice payment) 
8) Add a photograph if desired.  This may help the buyer. 
9) Add in an additional information about the part that may be helpful to the buyer. For example, a 

URL to the vendor’s purchase website. 
10) Tap DONE when ready to continue. 

 

Add more parts as needed. They do not need to be from the same vendor. 

  



Enter Part and Description. 

Enter UOM, Qty, and Unit Cost. 

Optional: Add Contractor 
(Vendor) and Address Code 

Optional: Add Photo 

From Camera or Library 

 

 

 

 

  

 

  



Submit the Request 
When ready to submit your list of parts, tap Save. 

 

You will be prompted to confirm that you want to 
submit this request. Tap Yes to continue.  

 

Note: Tapping No will cancel the request, and you 
will have to start over again if you change your 
mind. It may be easier to submit the request, and 
make a change after it is submitted. 
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