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Who We Are

For more information about GoProcure, please contact us at info@goprocure.com 
or visit our website at www.goprocure.com
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GoProcure is a B2B e-commerce platform that 
enables an ecosystem of suppliers, retailers, 
wholesalers, financial institutions and shippers 
to provide a frictionless buying experience to 
any enterprise.



What We Do

For more information about GoProcure, please contact us at info@goprocure.com 
or visit our website at www.goprocure.com
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For corporate buyers looking for a frictionless 
purchasing experience, GoProcure provides 
an extensive e-commerce platform that gives 
real time access to over 2 billion competitively 
priced SKUs ensuring best-in-class pricing and 
cost savings.



For more information about GoProcure, please contact us at info@goprocure.com 
or visit our website at www.goprocure.com

Overview
This guide provides detailed instructions on 
how to utilize the GoProcure mobile 
application. It contains step-by-step 
instructions on making purchases, managing 
your account, approving and awarding bids 
from suppliers, and getting help from the 
GoProcure team.
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Enter User Name and Password

 

Login to GoProcure

Tap Login

For more information about GoProcure, please contact us at info@goprocure.com 
or visit our website at www.goprocure.com
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Forgot Password

Enter your user name and tap forgot 
password
You will be sent an email to your registered
email address with instructions on how to 
reset your GoProcure password

For more information about GoProcure, please contact us at info@goprocure.com 
or visit our website at www.goprocure.com
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1. Business Unit: The business unit desired for requisitions

2. Product Search: Search the GoProcure marketplace

3. Online Buy: Submit requisitions using a URL

4. Known Supplier: Place order with a known supplier

5. Product RFQ: Solicit bids for products from suppliers

6. Service RFQ: Solicit bids for services from suppliers

7. Existing Invoice: Submit an existing invoice

8. Supplier Bids: View/Accept bids from suppliers

9. Your Orders: Check the status of your orders

10. Notifications: Check FYI and action notifications

11. Log Out: Log out of the GoProcure app

12. Manage Account: Make changes to your GoProcure 

profile

13. Help: Get help from the GoProcure team

14. Exit: Exit the menu

For more information about GoProcure, please contact us at info@goprocure.com 
or visit our website at www.goprocure.com
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Menu



If you want to search and compare prices for 
di�erent products, use our Product Search 
functionality to browse through a 
marketplace of 1 billion SKUs. Use filters such 
as keyword, category, brand, etc. to find the 
exact product and supplier that best suits 
your needs!

Product Search

For more information about GoProcure, please contact us at info@goprocure.com 
or visit our website at www.goprocure.com
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Search the GoProcure Marketplace

Tap Product Search

For more information about GoProcure, please contact us at info@goprocure.com 
or visit our website at www.goprocure.com
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Search the GoProcure Marketplace for an 
item using:

   Keyword Search & Category
   Contracted Suppliers
   Universal Product Code
   URL
   Brand & Manufacturer Part Number

Tap Search Marketplace

Search the GoProcure Marketplace

For more information about GoProcure, please contact us at info@goprocure.com 
or visit our website at www.goprocure.com
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Search the GoProcure Marketplace for an 
item
Search results will be displayed.
To change the search tap Modify Search
To sort the search tap Sorted By

Search the GoProcure Marketplace

For more information about GoProcure, please contact us at info@goprocure.com 
or visit our website at www.goprocure.com
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Search the GoProcure Marketplace for an item

Sort Search results by:
     Relevance
     Price High to Low
     Price Low to High

Search the GoProcure Marketplace

For more information about GoProcure, please contact us at info@goprocure.com 
or visit our website at www.goprocure.com
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Adding an item to the Shopping Cart using the
Quick Add to Cart Button
Tap Add to Cart on Desired Item
Note: A pop up will appear “Item added to cart 
successfully. Would you like to 
continueshopping or checkout?”
Tap Continue Shopping to continue adding 
more items to the cart or Checkout if you have 
completed shopping

Search the GoProcure Marketplace

For more information about GoProcure, please contact us at info@goprocure.com 
or visit our website at www.goprocure.com
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Add item to the Shopping Cart using the item
details page

Tap on the Desired Item

Search the GoProcure Marketplace

For more information about GoProcure, please contact us at info@goprocure.com 
or visit our website at www.goprocure.com
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Add item to the Shopping Cart using the item 
details page

Details of the item are available on this page. Tap 
Add to Cart
Note: A pop up will appear “Item added to cart 
successfully. Would you like to continue 
shopping or checkout?”
Tap Continue Shopping to continue adding more 
items to the cart or Checkout to place an order

Search the GoProcure MarketplaceSearch the GoProcure Marketplace

For more information about GoProcure, please contact us at info@goprocure.com 
or visit our website at www.goprocure.com
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The Shopping Cart

All items will be displayed in the Shopping Cart. 

Quantity can be changed on this page.

The shopping cart total will be displayed below.

Users must Edit Items to enter mandatory 
information

Search the GoProcure Marketplace

For more information about GoProcure, please contact us at info@goprocure.com 
or visit our website at www.goprocure.com
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Edit item details in the Shopping Cart

Swipe Right on the desired item

Tap Edit

Search the GoProcure Marketplace

For more information about GoProcure, please contact us at info@goprocure.com 
or visit our website at www.goprocure.com
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Edit item details in the Shopping Cart

Note: Item Information must be entered for

each item. Information entered can also di�er per

line item i.e. Company Code, Cost Center, and

GL Account

Enter Mandatory Information

    Item Quantity

    Delivery By Date

    Delivery Location

    Company Code

    Cost Center

    GL Account

Tap Confirm

Search the GoProcure Marketplace

For more information about GoProcure, please contact us at info@goprocure.com 
or visit our website at www.goprocure.com
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Delete item from the Shopping Cart 
Swipe Left on desired line item
Tap Delete
Note: A pop up will appear “Are you sure you 
wish to delete this item?”
Tap Yes to delete the item or Tap No to keep 
item in the Cart 

Search the GoProcure Marketplace

For more information about GoProcure, please contact us at info@goprocure.com 
or visit our website at www.goprocure.com
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Add an Approver for the Requisition

Note: An approver may be automatically 
designated at the check out screen

Tap Approver to select the desired approver

Tap Place Order

Note: A pop up will appear stating the order 
number

Search the GoProcure Marketplace

For more information about GoProcure, please contact us at info@goprocure.com 
or visit our website at www.goprocure.com
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For more information about the GoProcure, 
please contact us at info@goprocure.com or visit our website at www.goprocure.com.

If you want to buy a specific product that you 
have found online, use our Online Buy 
functionality. Simply provide the URL to your 
desired product, and submit the information 
for your order to be placed!

Online Buy

For more information about GoProcure, please contact us at info@goprocure.com 
or visit our website at www.goprocure.com
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Tap Online Buy

For more information about the GoProcure, 
please contact us at info@goprocure.com or visit our website at www.goprocure.com.

Submit Requisitions using a URL

For more information about GoProcure, please contact us at info@goprocure.com 
or visit our website at www.goprocure.com
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For more information about the GoProcure, 
please contact us at info@goprocure.com or visit our website at www.goprocure.com.

Enter Mandatory Information
Item Category: Item Category that matches 
product.
Website URL: Cut and paste exact url from 
browser
Enter Optional Information
Tap Next

Submit Requisitions using a URL

For more information about GoProcure, please contact us at info@goprocure.com 
or visit our website at www.goprocure.com
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For more information about the GoProcure, 
please contact us at info@goprocure.com or visit our website at www.goprocure.com.

Enter Mandatory Information
  Unit of Measure (UOM)
   Quantity Price Per Unit
   Delivery By Date
   Delivery Location
   Company Code 
   Cost Center
   GL Account
   Approver

Enter Optional Information
Tap Submit
Note: A pop up will appear stating the order 
number

Submit Requisitions using a URL

For more information about GoProcure, please contact us at info@goprocure.com 
or visit our website at www.goprocure.com
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For more information about the GoProcure, 
please contact us at info@goprocure.com or visit our website at www.goprocure.com.

If you know exactly which supplier you would 
like to purchase a product or service from, use 
our Known Supplier functionality. Select the 
supplier of your choice, provide information 
about what you would like to purchase, and 
your order will be sent directly to that supplier!

Known
Supplier

For more information about GoProcure, please contact us at info@goprocure.com 
or visit our website at www.goprocure.com
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For more information about the GoProcure, 
please contact us at info@goprocure.com or visit our website at www.goprocure.com.

Tap Known Supplier

Place Order with a Known Supplier

For more information about GoProcure, please contact us at info@goprocure.com 
or visit our website at www.goprocure.com
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For more information about the GoProcure, 
please contact us at info@goprocure.com or visit our website at www.goprocure.com.

Enter Mandatory Information
    Item Title: Name of the desired product
    Item Type: Select Product or Service
    Item Category: Item Category that     
     matches product
    Supplier Name: Tap Search Icon to find
    supplier
    Supplier Site: The known location of the
    supplier site
Note: If supplier does not exist in the 
system, please enter the new supplier’s 
information

Enter Optional Information

Tap Next

Place Order with a Known Supplier

For more information about GoProcure, please contact us at info@goprocure.com 
or visit our website at www.goprocure.com
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Enter Mandatory Information
   Quantity
   Maximum Price Per Unit
   Delivery By Date
   Delivery Location
   Company Code
   Cost Center
   GL Account
   Approver

Enter Optional Information

Tap Submit

Note: A pop up will appear stating the order 
number

For more information about the GoProcure, 
please contact us at info@goprocure.com or visit our website at www.goprocure.com.

Place Order with a Known Supplier

For more information about GoProcure, please contact us at info@goprocure.com 
or visit our website at www.goprocure.com

29



For more information about the GoProcure, 
please contact us at info@goprocure.com or visit our website at www.goprocure.com.

If you want a group of suppliers to 
competitively bid on a product you are 
interested in, use our Product RFQ functionality 
to send out RFQs to suppliers, receive bids, and 
award a supplier with your order. If you have a 
supplier in mind, make sure to provide their 
details so they can be included in the bidding 
process!

Product RFQ

For more information about GoProcure, please contact us at info@goprocure.com 
or visit our website at www.goprocure.com
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For more information about the GoProcure, 
please contact us at info@goprocure.com or visit our website at www.goprocure.com.

Tap Product RFQ

Solicit Bids for Services from Suppliers

For more information about GoProcure, please contact us at info@goprocure.com 
or visit our website at www.goprocure.com
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For more information about the GoProcure, 
please contact us at info@goprocure.com or visit our website at www.goprocure.com.

The ability to create a request for quote for 
an item and recieving multiple quotations 
back from suppliers

Enter Mandatory Information

Item Title Item Category

Enter Optional Information

Tap Next

Solicit Bids for Services from Suppliers

For more information about GoProcure, please contact us at info@goprocure.com 
or visit our website at www.goprocure.com

32



For more information about the GoProcure, 
please contact us at info@goprocure.com or visit our website at www.goprocure.com.

Enter Mandatory Information
   Unit of Measure Quantity
   Delivery By Date
   Delivery Location
   Company Code
   Cost Center
   GL Account
   Approver
Enter Optional Information
Tap Submit
Note: A pop up will appear stating the order 
number

Solicit Bids for Services from Suppliers

For more information about GoProcure, please contact us at info@goprocure.com 
or visit our website at www.goprocure.com
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For more information about the GoProcure, 
please contact us at info@goprocure.com or visit our website at www.goprocure.com.

Service RFQ

For more information about GoProcure, please contact us at info@goprocure.com 
or visit our website at www.goprocure.com
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Services can be ordered in the following formats:
     One Time with a Fixed Price
     One Time with Time and Material Pricing
     Recurring with a Fixed Price 
     Recurring with Time and Material Pricing

Similar to the Product RFQ functionality, you  can use 
the Service RFQ functionality to  initiate a bidding 
process for a service you  are interested in. If you 
have a supplier  in mind, make sure to provide their 
details so  they can be included in the bidding 
process.



For more information about the GoProcure, 
please contact us at info@goprocure.com or visit our website at www.goprocure.com.

Tap Service RFQ

Solicit Bids for Services from Suppliers

For more information about GoProcure, please contact us at info@goprocure.com 
or visit our website at www.goprocure.com
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For more information about the GoProcure, 
please contact us at info@goprocure.com or visit our website at www.goprocure.com.

The ability to create a request for quote for a 
service and recieving multiple quotations 
back from suppliers

Enter Mandatory Information

   Item Title
   Item Category
   Detailed Item Information
   Local Suppliers or All Suppliers
Enter Optional Information
Tap Next

One Time with Time and Materials

For more information about GoProcure, please contact us at info@goprocure.com 
or visit our website at www.goprocure.com
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For more information about the GoProcure, 
please contact us at info@goprocure.com or visit our website at www.goprocure.com.

Select Fixed Price
Select One Time

Enter Mandatory Information

   Delivery By Date
   Delivery Location
   Company Code
   Cost Center
   GL Account
   Approver
Tap Submit
Note: A pop up will appear stating the order 
number

One Time with Time and Materials

For more information about GoProcure, please contact us at info@goprocure.com 
or visit our website at www.goprocure.com
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For more information about the GoProcure, 
please contact us at info@goprocure.com or visit our website at www.goprocure.com.

The ability to create a request for quote for a 
service and recieving multiple quotations 
back from suppliers
Enter Mandatory Information
   Item Category
   Item Title
   Detailed Item Information
   Local or All Suppliers
Enter Optional Information

Tap Next

One Time with Time and Materials

For more information about GoProcure, please contact us at info@goprocure.com 
or visit our website at www.goprocure.com
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For more information about the GoProcure, 
please contact us at info@goprocure.com or visit our website at www.goprocure.com.

Select Time and Materials
Select One Time
Enter Mandatory Information
   Unit of Measure Quantity
   Delivery By Date
   Delivery Location
   Company Code
   Cost Center
   GL Account
   Approver

Tap Submit

Note: A pop up will appear stating the order 
number

One Time with Time and Materials

For more information about GoProcure, please contact us at info@goprocure.com 
or visit our website at www.goprocure.com
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For more information about the GoProcure, 
please contact us at info@goprocure.com or visit our website at www.goprocure.com.

The ability to create a request for quote for a 
service and recieving multiple quotations 
back from suppliers
Enter Mandatory Information
   Item Category
   Item Title
   Detailed Item Information
   Local or All Suppliers

Enter Optional Information
Tap Next

Recurring with a Fixed Price

For more information about GoProcure, please contact us at info@goprocure.com 
or visit our website at www.goprocure.com
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The ability to create a request for quote for a 
service and recieving multiple quotations 
back from suppliers

Enter Mandatory Information
   Item Category
   Item Title
   Detailed Item Information
   Local or All Suppliers

Enter Optional Information
Tap Next

For more information about the GoProcure, 
please contact us at info@goprocure.com or visit our website at www.goprocure.com.

Recurring With Time and Materials

For more information about GoProcure, please contact us at info@goprocure.com 
or visit our website at www.goprocure.com
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For more information about the GoProcure, 
please contact us at info@goprocure.com or visit our website at www.goprocure.com.

Select Time and Materials
Select Recurring
Enter Mandatory Information

   Unit of Measure Quantity
   Start Date
   End Date
   Frequency of Service
   Delivery Location
   Company Code
   Cost Center
   GL Account
   Approver

Tap Submit
Note: A pop up will appear stating the order 
number

Recurring With Time and Materials

For more information about GoProcure, please contact us at info@goprocure.com 
or visit our website at www.goprocure.com
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For more information about the GoProcure, 
please contact us at info@goprocure.com or visit our website at www.goprocure.com.

If you already have an invoice from a supplier 
(electronic or paper), use our Existing Invoice 
functionality to submit the invoice for 
payment. Simply input the invoice information, 
attach the invoice, and your invoice will be 
sent for processing!

Existing
Invoice

For more information about GoProcure, please contact us at info@goprocure.com 
or visit our website at www.goprocure.com
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For more information about the GoProcure, 
please contact us at info@goprocure.com or visit our website at www.goprocure.com.

Place an order directly with a known supplier
Tap Existing Invoice

Submit an Existing Invoice

For more information about GoProcure, please contact us at info@goprocure.com 
or visit our website at www.goprocure.com
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For more information about the GoProcure, 
please contact us at info@goprocure.com or visit our website at www.goprocure.com.

The function allows users to submit existing 
invoices to GoProcure’s requisitoning service

Enter Mandatory Information

   Category of Invoice
  Type of Invoice
   Item/Service Title
   Supplier Name
   Supplier Site
   Attachment: Image of Invoice

Enter Optional Information

Tap Next

Submit an Existing Invoice

For more information about GoProcure, please contact us at info@goprocure.com 
or visit our website at www.goprocure.com
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For more information about the GoProcure, 
please contact us at info@goprocure.com or visit our website at www.goprocure.com.

Enter Mandatory Information
    Unit of Measure Quantity
    Price Per Unit
    Delivery by Date
    Delivery Location
    Company Code
    Cost Center
    GL Account
    Approver

Enter Optional Information

Tap Submit
Note: A pop up will appear stating the order 
number

Submit an Existing Invoice

For more information about GoProcure, please contact us at info@goprocure.com 
or visit our website at www.goprocure.com
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For more information about the GoProcure, 
please contact us at info@goprocure.com or visit our website at www.goprocure.com.

Use the Supplier Bids page to view bids 
submitted by suppliers during the RFQ 
process. Once you have decided which 
supplier you would like to do business with, 
simply award the bid to the supplier from this 
page!

Supplier
Bid

For more information about GoProcure, please contact us at info@goprocure.com 
or visit our website at www.goprocure.com
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For more information about the GoProcure, 
please contact us at info@goprocure.com or visit our website at www.goprocure.com.

Tap Supplier Bids

View/Accept Bids from Suppliers

For more information about GoProcure, please contact us at info@goprocure.com 
or visit our website at www.goprocure.com
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For more information about the GoProcure, 
please contact us at info@goprocure.com or visit our website at www.goprocure.com.

Awarding bid to desired supplier
Search for Bids by RFQ Number or 
Description
Tap desired line item

View/Accept Bids from Suppliers

For more information about GoProcure, please contact us at info@goprocure.com 
or visit our website at www.goprocure.com
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For more information about the GoProcure, 
please contact us at info@goprocure.com or visit our website at www.goprocure.com.

Awarding a bid to the desired supplier
Tap Award on desired Bid

Note: A pop will appear to confirm that your 
order has been placed.
Tap Yes

View/Accept Bids from Suppliers

For more information about GoProcure, please contact us at info@goprocure.com 
or visit our website at www.goprocure.com
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For more information about the GoProcure, 
please contact us at info@goprocure.com or visit our website at www.goprocure.com.

Use the Your Orders page to review details 
about any order you have already placed. This 
will include product/service info, supplier info, 
delivery location and date, and accounting 
details. Most importantly, you can view the 
status of each of your orders all in one 
location!

Your Orders

For more information about GoProcure, please contact us at info@goprocure.com 
or visit our website at www.goprocure.com
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For more information about the GoProcure, 
please contact us at info@goprocure.com or visit our website at www.goprocure.com.

Place an order directly with a known supplier
Tap Supplier Bids

For more information about GoProcure, please contact us at info@goprocure.com 
or visit our website at www.goprocure.com
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Check the Status of your Orders



For more information about the GoProcure, 
please contact us at info@goprocure.com or visit our website at www.goprocure.com.

Check the status of all requisitions

Tap desired line item

For more information about GoProcure, please contact us at info@goprocure.com 
or visit our website at www.goprocure.com
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Check the Status of your Orders



For more information about the GoProcure, 
please contact us at info@goprocure.com or visit our website at www.goprocure.com.

Check the status of all REQs
Detailed information about the requisition 
will be available for users on this page

For more information about GoProcure, please contact us at info@goprocure.com 
or visit our website at www.goprocure.com
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Check the Status of your Orders



For more information about the GoProcure, 
please contact us at info@goprocure.com or visit our website at www.goprocure.com.

Check the status of all REQs

Detailed information about the requisition will 
be available for users on this page

For more information about GoProcure, please contact us at info@goprocure.com 
or visit our website at www.goprocure.com
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Check the Status of your Orders



For more information about the GoProcure, 
please contact us at info@goprocure.com or visit our website at www.goprocure.com.

You will be able to receive updates about your 
orders on our Notifications page. Examples of 
these notifications may include PO generation, 
supplier bid submission, requests to approve 
one of your colleague’s requisitions, etc. Use 
this page, along with the Your Orders page, to 
stay up-to-date on your purchases!

Notifications

For more information about GoProcure, please contact us at info@goprocure.com 
or visit our website at www.goprocure.com
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For more information about the GoProcure, 
please contact us at info@goprocure.com or visit our website at www.goprocure.com.

Place an order directly with a known supplier 
Tap Notifications

Check FYI Notifications

For more information about GoProcure, please contact us at info@goprocure.com 
or visit our website at www.goprocure.com
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For more information about the GoProcure, 
please contact us at info@goprocure.com or visit our website at www.goprocure.com.

Check information of Purchase Order 
Creations and Purchase Requisition
Rejections
Tap FYI
Tap desired line item

Check FYI Notifications

For more information about GoProcure, please contact us at info@goprocure.com 
or visit our website at www.goprocure.com
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For more information about the GoProcure, 
please contact us at info@goprocure.com or visit our website at www.goprocure.com.

Check information of Purchase Order 
Creations and Purchase Requisition 
Rejections

Detailed information of FYI notifications are 
displayed here

Tap Clear Notification

Check FYI Notifications

For more information about GoProcure, please contact us at info@goprocure.com 
or visit our website at www.goprocure.com
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For more information about the GoProcure, 
please contact us at info@goprocure.com or visit our website at www.goprocure.com.

Check information of Purchase Order 
Creations and Purchase Requisition 
Rejections

Detailed information of FYI notifications are 
displayed here
Tap Clear Notification

Check FYI Notifications

For more information about GoProcure, please contact us at info@goprocure.com 
or visit our website at www.goprocure.com
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For more information about the GoProcure, 
please contact us at info@goprocure.com or visit our website at www.goprocure.com.

View Supplier Quotations for Requistions
Tap Action

FYI Notifications for Requisitions

For more information about GoProcure, please contact us at info@goprocure.com 
or visit our website at www.goprocure.com
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For more information about the GoProcure, 
please contact us at info@goprocure.com or visit our website at www.goprocure.com.

View Supplier Quotations for Requisitions
Detailed information of supplier quotations 
are displayed here
Note: Bids can be awarded to suppliers via 
the supplier bids page in the menu

FYI Notifications for Requisitions

For more information about GoProcure, please contact us at info@goprocure.com 
or visit our website at www.goprocure.com
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For more information about the GoProcure, 
please contact us at info@goprocure.com or visit our website at www.goprocure.com.

Approve or Reject requisition requests

Detailed information about the requisition 
pending approval is available to view

Tap Approve to Approve the Requisition or 
Reject to Reject the Requisition

Note: If Requisition is rejected, A pop up will 
appear requesting for cancellation reason 
and optional additional comments

FYI Notifications for Requisitions

For more information about GoProcure, please contact us at info@goprocure.com 
or visit our website at www.goprocure.com
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For more information about the GoProcure, 
please contact us at info@goprocure.com or visit our website at www.goprocure.com.

Use the Manage Account page to keep your 
user profile updated! You can change your 
business unit, location, and password from this 
page. Remember that changing your business 
unit will be key to identifying company codes, 
cost centers, GL accounts, and delivery 
locations for each of your purchases.

Manage
Account

For more information about GoProcure, please contact us at info@goprocure.com 
or visit our website at www.goprocure.com
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For more information about the GoProcure, 
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Users can manage settings such as setting 
their default business unit and default 
delivery location
Tap Manage Profile Icon

Make Changes to your GoProcure
Profile

For more information about GoProcure, please contact us at info@goprocure.com 
or visit our website at www.goprocure.com

65



For more information about the GoProcure, 
please contact us at info@goprocure.com or visit our website at www.goprocure.com.

Tap Business Unit to set a default business 
unit
Tap Delivery Location to set a default delivery 
location
Tap Key to update existing password

Tap Update to save changes to your profile

Manage User Profile

For more information about GoProcure, please contact us at info@goprocure.com 
or visit our website at www.goprocure.com
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Update Account Password

Enter Exisiting Password

Enter New Password

Re-Renter New Password

Tap Update Password

Manage User Profile

For more information about GoProcure, please contact us at info@goprocure.com 
or visit our website at www.goprocure.com
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Use the Help & Support page to access more 
information about GoProcure, view user 
manuals, and contact the GoProcure team for 
more information.

Help And
Support

For more information about GoProcure, please contact us at info@goprocure.com 
or visit our website at www.goprocure.com
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Are you looking for help?

Tap Help Icon 

Get Help from the GoProcure Team

For more information about GoProcure, please contact us at info@goprocure.com 
or visit our website at www.goprocure.com
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Get help from GoProcure’s support team or 
access user manuals and other support 
information available online

Get Help from the GoProcure Team

For more information about GoProcure, please contact us at info@goprocure.com 
or visit our website at www.goprocure.com
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