EPURCHASING REQUISITION AND PURCHASE ORDER
DOCUMENT FLOW
Edit Req
Create Req | (submitted
Create Approve Delete from or Transfer
Req Edit Req | Print Req | Submit Req Req Deny Req | Req |Copy Req| SuperQUOTE | approved) | Reqto PO | Edit PO | Submit PO | Approve PO |Delete PO Deny PO Print PO
Preparer - person completing the form, entering
lthedata _ _ _ . _ _ . _ . _.__.l_X_.L._XxX _| _ S N I N L X_., X x
Requisitioner - person requesting the goods or i
services X X X X X X X
Approving Authority - person authorizing that |
|purchase supports program ____________ L_X X XX L) X X . X_ i X X
Fiscal Staff - person authorizing funds and
compliance with purchasing statutes X X X X X X X X X x (1) X X X X X
Procurement - person authorizing purchase
outside FO authority X X X X X X X X X x (1) X X X X X X
Procurement Supervisors - Procurement
functionality, user maintenance X X X X X X X X X x (1) X X X X X X
Invoice Preparer - person entering invoice data
DCS Custodian - person entering, reviewing and
releasing DCS payments
Disbursing - person reviewing and releasing
payment request (Pre-audit)
Disbursing - person releasing payment request
(support staff)
Disbursing Supervisors - Disbursing functionality,
user maintenance
Logged checkpoint (doc #, user ID, action, date, tirf ~ * * * * * * * * * * *
Keep "dalfe Keep "date" (2) (3) indicates req can be |req can not Keep "dalfe only fiscal (4) req is only POs PO is final PO can not PO can hg (5)
created last changed req s retu-m.e.d to be created staff and frozen from all outside .FO (frozen.from all | be changed | returned to fiscal
complete; req reqwsmor!er changed procurem.ent edits authority edits); staff;
is frozen from for correction can edit WOL{ld be encumbrance encumbrances
ediits by non- and |.'e» submitted to | posted to FMIS; are reversed
fiscal staff submittal OPRPM; vendor copy of
encumbrance PO can be
posted to printed
FMIS
approved
Document status R — in process req ------------> submitted req req denied req |deleted req in process req req: to order | in process po | submitted po | approved po | deleted po denied po
po: in process
Notes:
Requisitioner and Approving Authority could be same person. "Requistioner" would default to name of signon; would be able to overwrite "requisitioner” field.
Hard copy approvals would skip 'Approve Req' stage. ‘
(1) Regs in submitted or approved states can be transferred.
(2) Printed regs will contain ‘Last Changed' date and time stamp.
(3) Indicate hard copy or electronic approvals (radio button) at 'Submit' step. 'Last Changed' will not be updated.
(4) Be able to lookup the "date last changed" to see if changes were made after the date printed on the requisition.
(5) Unapproved printed POs/IDOs will contain DRAFT or NON-NEGOTIABLE label.
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EPURCHASING

PURCHASE ORDER CHANGE FORM

DOCUMENT FLOW

Create in-
process Submit Authorize Approve Delete |Route POCF| Deny
POCF | Edit POCF | POCF POCF POCF POCF to OPRPM POCF | Print POCF
Preparer - person completing the form, entering
lthedata_ _ _ _ . _ . _ . _._. _._._._._ X X
Requisitioner - person requesting the goods or
services X X X X*
Approving Authority - person authorizing that
|purchase supports program ____ X X X X X X x*
Fiscal Staff - person authorizing funds and
compliance with purchasing statutes X X X X X X X X
Procurement - person authorizing purchase
outside FO authority X X X X X X X X
Procurement Supervisors - Procurement
functionality, user maintenance X X X X X X X X
Invoice Preparer - person entering invoice data
DCS Custodian - person entering, reviewing and
releasing DCS payments
Disbursing - person reviewing and releasing
payment request (Pre-audit)
Disbursing - person releasing payment request
(support staff)
Disbursing Supervisors - Disbursing functionality,
user maintenance
Logged checkpoint (doc #, user ID, action, date, tir * * * * * * *
Document is requisitioner
final (frozen and approving
from all edits); authority will
encumbrance only be able to
adjustment print draft
posted to FMIS POCF
as needed;
vendor copy
can be printed
in-process  |in-process submitted authorized
Document status POCF POCF POCF POCF approved POCF|deleted POCF  |routed POCF  |denied POCF
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EPURCHASING INTERDEPARTMENTAL ORDERS

DOCUMENT FLOW

Transfer Submit Delete
Req to IDO| Edit IDO IDO Approve IDO|  IDO Deny IDO | Print IDO
Preparer - person completing the form, entering
lthedata_ _ _ _ . _ . _ . _._. _._._._._
Requisitioner - person requesting the goods or
services
Approving Authority - person authorizing that
|purchase supports program ____
Fiscal Staff - person authorizing funds and
compliance with purchasing statutes x (1) X X X X X
Procurement - person authorizing purchase
outside FO authority x (1) X X X X X X
Procurement Supervisors - Procurement
functionality, user maintenance x (1) X X X X X X
Invoice Preparer - person entering invoice data
DCS Custodian - person entering, reviewing and
releasing DCS payments
Disbursing - person reviewing and releasing
payment request (Pre-audit)
Disbursing - person releasing payment request
(support staff)
Disbursing Supervisors - Disbursing functionality,
user maintenance
Logged checkpoint (doc #, user ID, action, date, tir * * * * *
(4) req is only IDOs IDO is final IDO can not IDO can pe (5)
frozen from all outside FO | (frozen from all | be changed | returned to fiscal
edits authority edits); staff;
would be encumbrance encumbrances
submitted to | posted to FMIS; are reversed
OPRPM; UH Provider
encumbrance |copy of IDO can
posted to be printed
FMIS

Document status req: toido |in process ido | submitted ido | approved ido | deleted ido denied ido

ido: in process
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EPURCHASING UHGA, DCS AND AFP PAYMENT
DOCUMENT FLOW
Create Edit Delete Deny
Transfer Payment/ | Payment/| Submit Payment/ Payment
Req to Transfer Credit Credit |Paymentor| Credit or Credit
DCS Reqto AFP| Memo Memo Credit Memo Release Memo View Vendor Payment
Payment Payment | Request | Request Memo Request Payment | Request | Payment | Search | Attachments
Preparer - person completing the form, entering
lthedata_ _ _ _ . _ . _ . _._. _._._._._ X X
Requisitioner - person requesting the goods or
services X X
Approving Authority - person authorizing that
Ipurchase supports program ______ . X X
Fiscal Staff - person authorizing funds and
compliance with purchasing statutes x (1), (2) | x(1), (2) X X X X X X
Procurement - person authorizing purchase
outside FO authority X X
Procurement Supervisors - Procurement
functionality, user maintenance X X
Invoice Preparer - person entering invoice data X X X X
DCS Custodian - person entering, reviewing and
releasing DCS payments X X X x (3) X X X
Disbursing - person reviewing and releasing
payment request (Pre-audit) X X X X X X X X
Disbursing - person releasing payment request
(support staff) X X X
Disbursing Supervisors - Disbursing functionality,
user maintenance X X X X X X X X
Logged checkpoint (doc #, user ID, action, date, tir * * * * * * *
req is frozen | reqis frozen
from all edits | from all edits
FMIS edits and
threshold edits
for applicable
FMIS edits POs; voucher
and threshold posted to FMIS
edits for AP with "no-
applicable Pos hold" status
submitted deleted released denied
Document status req: to DCS | req: to AFP in-process payment payment payment payment payment
payment: in | payment: in
process process
Notes:
(1) Regs in submitted or approved states can be transferred to DCS/AFP.
(2) DCS option only available for users with a DCS bank.
(3) DCS Custodians can only rel DCS payments
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EPURCHASING

ADDITIONAL FEATURES

DOCUMENT FLOW

Global | Document Maintain
Query History List POs Users
Preparer - person completing the form, entering
thedata_ _ _ . _ _ . _._._ _.__ X X
Requisitioner - person requesting the goods or
services X X
Approving Authority - person authorizing that
Ipurchase supports program ______ . X X
Fiscal Staff - person authorizing funds and
compliance with purchasing statutes X X X X
Procurement - person authorizing purchase
outside FO authority X X X
Procurement Supervisors - Procurement
functionality, user maintenance X X X X
Invoice Preparer - person entering invoice data X X
DCS Custodian - person entering, reviewing and
releasing DCS payments X
Disbursing - person reviewing and releasing
payment request (Pre-audit) X X
Disbursing - person releasing payment request
(support staff) X X
Disbursing Supervisors - Disbursing functionality,
user maintenance X X X

Logged checkpoint (doc #, user ID, action, date, tir

Document status
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