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PO.020.001 - Purchasing Overview
[bookmark: pp_ref_BEFORECONCEPT][bookmark: _Toc31639924]Trigger:


Concept

This topic explains the major steps in the Purchasing Process. The process begins with creating a purchasing requisition and ends for Purchasing with the creation of receipts. Accounts Payable is responsible for the final two steps. 

If you have reviewed EP.020.490, eProcurement Overview, you will notice that some of the steps are the same. In this topic, the steps that are outlined in blue are specific the Purchasing. The steps that are outlined in red are common steps performed for both Purchasing and eProcurement. Finally, the steps outlined in black fall under the responsibility of Accounts Payable.

Topic Objectives:
Upon completion of this topic, you will be able to:
- Identify what step begins the procurement process.
- Identify how purchasing requisitions are forwarded for approval.
- Explain what the Budget Checking process accomplishes.
- Explain what Sourcing Requisitions means.
- Identify when a PO must be budget checked.




	Assumptions

	[bookmark: cf_complex_string_name_requiredfields]




	Dependencies/Constraints
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Additional Information




Procedure

This topic provides an overview of the purchasing process, beginning with creating a purchasing requisition.

	Step
	Action

	1. [bookmark: ID0x00000002] 
	This topic is a basic overview of how Purchasing works.
Press [Enter].

	2. [bookmark: ID0x00000003] 
	Step 1:

Create a Purchasing Requisition begins the procurement process from the core user’s perspective. There are various types of Requisitions, and thus, the following business processes should be considered:
- PO.020.880: Creating a Requisition Using Multiple SpeedCharts
- PO.020.890: Creating an Asset Requisition
- PO.020.900: Creating a Trade-In Asset Requisition
- PO.020.910: Creating a Requisition by Copying a Requisition (existing)
- PO.020.950: Deleting and Canceling Requisition Lines
Press [Enter].

	3. [bookmark: ID0x00000004] 
	Step 2:

Step 2 involves the approval or rejection of the Purchasing Requisition. A virtual workflow routing exists for traditional purchasing requisitions. Unlike eProcurement requisitions, these are forwarded manually and approvals are performed by navigating directly to the Amount and Chartfield Approval menu paths.
Press [Enter].

	4. [bookmark: ID0x00000005] 
	Step 3:

Step 3 is budget checking the requisition. The Budget Checking process must be done to pre-encumber funds from the requisition. The process can either be run singularly or in batch. The business process PO.030.190 is for executing budget checking in batch.
Press [Enter].

	5. [bookmark: ID0x00000006] 
	Step 4:

Sourcing Requisitions is typically performed by the Buyer or another in Purchasing. This allows auto creation of a PO using the Purchasing Requisition. If Auto Sourcing Requisition is not used, Purchase Orders can be created through other means, such as creating a PO from another PO, Requisition, or Purchasing Contract. These business processes are:
- PO.020.120: Creating a PO by Copying a Requisition
Press [Enter].

	6. [bookmark: ID0x00000007] 
	Step 5:

Step 5 is to approve the purchase order. Generally when a PO is Auto Sourced the PO is Approved when created. However, in some instances, institutions prefer to control the PO Approval process separately from the Requisition Approval. This would ensure that necessary changes are made prior to dispatching the PO to the vendor. The Amount and Chartfield Approvals for the PO is outlined in the business process numbered PO.020.160 - Approving a PO.
Press [Enter].

	7. [bookmark: ID0x00000008] 
	Step 6:

Step 6 is to budget check the purchase order. Budget Checking for either Requisitions or POs can be performed online to a single procurement transaction (Reqs or POs) or in separate batch jobs. Budget Checking must be performed after the approvals have been completed for the PO. If any adjustments are made to the amount or Chartfields, the approvals and budget checking processes must be re-initiated. Budget checking in batch is discussed in PO.030.030 - Budget Checking in POs (Batch Process).
Press [Enter].

	8. [bookmark: ID0x00000009] 
	Step 7:

Step 7 involves the dispatching of the Purchase Order. In order to initiate requests for procurement to a vendor, a purchase order must be dispatched. Generally, buyers initiate purchase orders from the requesters’ requisitions. The process for dispatching POs can either be online as PO.020.200 specifies, or in batch. Dispatching POs in batch is outlined in business process PO.030.010.
Press [Enter].

	9. [bookmark: ID0x0000000A] 
	Step 8:

Step 8 is the creation of receipts. If an item purchased requires receiving, then creating a receipt is needed prior to the issuance of any payments. Typically, most asset-related purchases are to be received and should be noted by the category code for the purchased item.
Press [Enter].

	10. [bookmark: ID0x0000000B] 
	Step 9:

Step 9 involves Accounts Payable paying via vouchers. Purchase Orders with or without matching receipts are used by the accounts payable section to create vouchers for payment. See Accounts Payable for specific business processes.
Press [Enter].

	11. [bookmark: ID0x0000000C] 
	Step 10:

Step 10 indicates that the payment has been made. The end of this process is when payment for purchases is received by the vendor. See Accounts Payable for specific business processes.
Press [Enter].

	12. [bookmark: ID0x0000000D] 
	Congratulations. You have just completed the Purchasing Overview topic. Below is a summary of the key concepts of this topic.

- The first step in the procurement process is to create a purchasing requisition.
- Purchasing requisitions are manually forwarded and approvals are performed by navigating directly to the Amount and Chartfield Approval menu paths.
- Budget checking a requisitions is done to pre-encumber funds from the requisition.
- Sourcing requisitions is the auto creation of a purchase order using the Purchasing requisition.
- Budget checking must be performed after the approvals have been completed for the purchase order.
End of Procedure.
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