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Saved PR for later submission
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Requestor fills out simple online PR form. Contracts, bids and other files may be attached.  





PR returned to requestor for correction
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History log is created





PR submitted for approval & processing
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(Approver 2, 3, etc.)


Approved?





History log is updated at each step of requisition. 





Approvers may add documents as attachments along the way.
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Is Technology   Issue?
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Technology reviews PR
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YES





A – Next page 





To Start





  A





District Admin.  Approves?
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History log is updated at each step of requisition. 





Approvers may add documents as attachments along the way.





Budget  Dept. Approves?
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Purchasing Dept Approves?
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Your PO  system encumbers funds





Purchasing enters PR into your accounting system





Purchasing enters PO number and scans PO into OPRA.





PO Generated.


Returns to purchasing





Status is Green





PR & PO complete!  Original PR now has a complete history of each step along the way.  All relevant contracts, bids, etc. are attached to the record electronically. 


The resulting PO is also a part of the attached file. 
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