
Welcome to 
Procurify

STEP BY STEP INSTRUCTIONS 

FOR PURCHASE ORDER REQUISITIONS



1. To begin a new request,  fo l low arrows above. 



2. Enter locat ion, department, date and order descr ipt ion.



3. I f you are purchasing from: Medical  Mart ,  Merchants Paper, 
Monarch Basics Off ice Suppl ies select “Add from Catalog” and 
search for  the product.   For a l l  other vendors, select “Add New 
I tem”.



4. Enter /ver i fy that a l l  required f ie lds 
are populated. I f your i tem(s) were 
selected through the catalog several  
f ie lds would have been pre -populated
for  you.  Now cl ick “Add Order I tem”.



5. Add addi t ional  i tems as 
necessary.  Once completed
cl ick “Submit Request” .



6. FUN FACT!

Procuri fy integrates direct ly wi th Amazon which provides seamless 
purchasing direct ly f rom the s i te!

I f you are purchasing through Amazon, p lease reach out to us through 
our weCHC helpdesk t icket ing system for  addi t ional  instruct ion.



Help and Support

Several resources are available within Procurify for additional 
help which can be accessed at the top right hand corner of the 
home screen. 

It  includes the following:

❑ Knowledge-Base Articles

❑ Liftoff Video Training

❑ Technical Support

*For all  other inquiries a procurement helpdesk ticket must be 
submitted within the weCHC internal staff portal.*


