Y UNIVERSITY OF . Office of the Controller
) T South Car()llna Procure-to-Pay Business Cycle (Purchases Requiring a PO)

Requesting Department Purchasing Department Controller’s Office

A purchasing need requiring the . .
University’s Purchase Requisition The Supp!letr datgbase is
process is identified. maintained.

The requestor creates and/or corrects a
—> requisition for goods or services in
PeopleSoft.

The invoice is received and
| The requisition workflows to appropriate No the voucher is entered in
departmental personnel for approval in —_— —_— PeopleSoft.
PeopleSoft.

A 3-way match (PO, receipt,
invoice) or 2-way match (PO,

A

The requestor receives an alert via email Yes R ted i
indicating the requisition was denied and P Ir;)VOIC'le)éS fgtegerag‘ in
— reviews the approval workflow to N eopleSoft (based on

‘receipted vs. ‘nonreceipted’
selection).

. . N
Is the purchase assoqlated W|th a PO ¢ | o Any match exceptions —
No Category Code the requires receiving? (1) identified?

determine the reasoning.

Yes

Yes

[

is entered in PeopleSoft. The payment is
JL processed.

The goods are received, and the receipt

The invoice is received (2), I
and a paper copy is sent to
AP with the PO number The requestor receives an exception
indicated. alert via email and corrects relevant
details. <

(1) - Departments can also request that specific purchases require receiving.
(2) - The invoice can also be sent directly to the Controller’s Office by the vendor. Also, in some instances, the invoice is
received prior to the goods.
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