
End User wishes to make a goods purchase

End user obtains all 
necessary 

documentation (chart 
field, quote, etc)

Requester 
submits a Special 

Request 
requisition

Requester 
submits a 

Marketplace 
requisition

Requisiton goes through 
approvals and budget 

check

Marketplace 
requisition is 
automatically 

converted to PO and 
sent to Supplier

Buyer creates a PO 
from special request 

and emails PO to 
Supplier and 

Requester

Supplier fulfills 
the order

Order arrives on 
campus 

Warehouse 
delivers order to 

Department

Department verifies 
nothing is missing or 
damaged from Order

Requester emails Chris Griggs to receive the item is ePro. Requester sends 
invoice to Accounts Payable for payment processing. 

Requester resolves 
budget errors with 
Budget Analyst if 

needed
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