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[bookmark: _Toc347930418][bookmark: _Toc395437026][bookmark: _Toc342477083][bookmark: _Toc346216914]Business Process Overview
The e-Pro3 (Create and Approve Requisitions) process is part of the Requisition to Check end-to-end business process. 


The purpose of the Create and Approve Requisition process is to cover all activities related to a requisition starting with creation, approval, budget pre-check, and ending with sourcing to a Purchase Order (PO).
A Purchase Requisition is generated by an internal department submitting a Request Document to procure goods or services this includes the estimated value, quantity, and due date. Funding information is captured in the ChartField and then saved in the requisition.
After a Department Requester submits a requisition, it is routed for approval within the Department. If the requisition amount exceeds purchasing authority, the requisition will be routed to the Department of General Services (DGS) by the Department Buyer. An approved requisition is budget pre-checked to confirm that sufficient funds are available for that request.
In FI$CAL, a requisition consists of the following hierarchy:
· Header – Data from the requisition including business unit, requester, and currency code is stored and displayed. Informational fields include the requisition status and whether the requisition has been approved and budget checked.
· Lines – Item description, unit of measure (UOM), category (UNSPSC code), and quantity for each item on the requisition.
· Schedule – Due date, ship to address, and unit price are stored on the requisition for each item line.
· Distribution – Accounting information (i.e., the general ledger ChartField string) is entered. The ChartField string includes the account, fund, reporting structure, appropriation reference program, and year of enactment (ENY).
Each level of a requisition has a one-to-many relationship:
1. Header with one or more lines
2. Line with one or more schedule lines (shipping details)
3. Schedule with one or more distribution lines (ChartFields/funding information)
[bookmark: _Toc395437027][bookmark: _Toc347930420]FI$Cal System and Organizational Roles
	
SYSTEM ROLE /SCO  DIVISION
	
ORGANIZATIONAL ROLE
	CREATE AND APPROVE REQUISITIONS
SUB PROCESSES BY ACQUISITION TYPE

	
	
	IT GOODS
	IT SERVICES
	NON-IT GOODS
NON-IT SERVICES

	Department Requester
	Requesting Division
	
	
	

	Department Contact (ITAR)
	ISD
	
	
	

	Department Requisition Approver 1
	ISD Manager/ Division Chief or Designee
	
	
	

	Department Requisition Approver 2
	Contracts and Procurement Office
	
	
	

	Department Buyer
	Contracts and Procurement Office
	
	
	





[bookmark: _Toc395437028]Create and Approve Requisitions Process Steps Description
The ePro3 Create and Approve Requisition process encompasses the creation of a requisition, requisition approval, sourcing to a PO, editing a requisition, and cancelling a requisition. ePro3 requisitions are separated into three acquisition types:  IT Goods, Non-IT Goods and IT/Non-IT Services.
1. Desire to Buy:  The procurement process starts when a department/division identifies a need to procure goods or services.
Note: For IT Goods, the department/division will complete the Information Technology Acquisition Request (ITAR) through the SCO Information Systems Division (ISD). ISD will process a requisition in the FI$Cal system on behalf of the requesting division once the ITAR is approved.
2. Create/Update Requisition: A Department Requester (DivCon) creates a new Requisition or updates an existing Requisition to initiate the procurement process. FI$Cal will auto-populate default accounting data based on the Requester user setup. Requester default accounting information can be used as the initial ChartField Combination Values for the distribution lines added in the Requisition.
3. Add Vendor: The Department Requestor is required to add a Vendor. 
Note: If the Vendor has never been awarded, they will not be available for selection at the Requisition level since they are not in the Vendor Management File (VMF). In this case, the Requisition can still move forward through the approval process and the selected Vendor may be added in the Comments section. Once a Requisition has been sourced to a PO by the Department Buyer, the FISCal Service Center will consider the approval of a new Vendor Request. If approved, the Vendor will be added at the PO level by the Department Buyer.   
4. Assign Acquisition Type: Acquisition type and reporting structure are used to determine workflow routing. The Department Requestor assigns the Acquisition type that is relevant for the Requisition. 
· Non-IT Goods
· Non-IT Services
· IT Goods
· IT Services
5. Review/ Update ChartFields, Combination Values and Item Lines: The Department Requester reviews the ChartFields populated for each Requisition line to ensure the appropriate transaction is being processed. Default accounting information can be used as the initial ChartField combination values for the distribution lines added in the Requisition. Fields can be modified to change the original default values before the Requisition lines are added. The Department Requestor may also perform the following:
· Select pre-defined items from the item catalog (for items that relate to SABRC or EPP procurements), or create lines ad hoc using the special request option to enter items not in the item catalog.

· Select from a list of favorite items defined by that user; a template of past Requisitions can be set up to quickly create new Requisitions with the same lines that are repeatedly ordered.

6. Enter Justification/Comments and attachments: The Department Requester can enter justification/comments at the header or line level to provide additional information to each individual line. The Department Requestor can also attach documentation to support the Requisition line.
Note:  The Department Requester will refer “More Comments / Use Standard Comments” -Part 3, Review & Submit section of the Requisition when adding comments and attachments. The required comments include: 
· Leveraged Procurement Agreement (LPA) # and/or off ramp
· Shipping & handling
· Reasonable accommodations
For attachments, the Department Requester will use browse to find the folder containing the scanned document.
7. Enter Contract/LPA information (if applicable): The Department Requester has the option of entering a Contract or Leveraged Procurement Agreement (LPA) on the Requisition line (the actual Contract number is inserted).
8. Budget Check: When a Requisition has all the required line items and additional data entered, the Department Requester selects the “Budget Check” button and submits the Requisition for Division approval. FI$Cal is configured for soft pre-encumbrance, meaning all Requisitions will pass the budget check process, regardless of funding availability. Funding is fully encumbered once a Purchase Order is budget checked.
Note: For IT Goods, an Ad Hoc Approver(s) must be added, prior to being submitted and routed to the Department Requisition Approver 1. 

9. System Check ChartFields valid?: Once Budget Checked, the system automatically checks to see if the ChartFields are valid.
a) If Yes: The System routes the Requisition for Division approval.
b) If No: The System raises an error and the Department Requestor may re-enter a valid ChartField value. See step 5. The Requisition is then routed for approval.
10.  Route Requisition for Division approval: Once submitted, the system will route the Requisition for approval. Workflow approvers are defaulted based upon the user’s profile. 
11. Verify if Chartfields combination and funding availability: Department Requisition Approver 1 verifies if the Requisition ChartField combination is applicable for the procurement request and review the Budget Check status to confirm that sufficient funding is available for the request.
12.  ChartFields applicable and funding applicable?:
a) If Yes:  The Requisition is reviewed for approval in step 13.
b) If Deny:  The Requisition with comments is sent back to the original Department Requester in step 5 for corrections and resubmission.
13. Requisition Approval: After the Requester saves the Requisition, resolves all data validation issues, and submits for approval, the System routes the Requisition for approval, per the predefined approval workflow configuration.

14. Approved?: Has the Requisition been approved by Department Requisition Approver 1?
a) If Yes: The Requisition is sent to the Department Approver 2 in the Contracts and Procurement Office. See step 15.
b) If Push Back or Deny: the Requisition is sent back to the original Department Requestor, in step 2, for corrections and resubmission. 
15.  Verify Acquisition Type, Line, Shipping and Division attachments: The Department Requisition Approver 2 verifies the entered Acquisition Type, Line, Shipping and Division attachments and ensure that they apply to the procurement request. 
16.  Assign Buyer to Requisition: The Department Approver 2 assigns a Department Buyer to the Requisition.
17. Approved?: Has the Requisition been approved by the Department Requisition Approver 2?
a) If Yes:  The Requisition is routed to the Department Buyer. See step 18.
b) If Push Back:  The Requisition is Pushed Back to the Department Approver 1. See step 11.
c) If Denied: It is sent back to the original Department Requestor with a denial notification and reason for denial. Retrunt to Step 2.
18. Review Division attachments and documents:  The Department Buyer reviews Division attachments and documentation.
19. Within PO Purchasing Authority?: The Department Buyer verifies if the Requisition amount is within the Department’s purchasing authority.
a) If Yes:	 Continue process to execute the PO2 Manage Purchase Order.
	Note: If IT and Non-IT Services, the Department Buyer will complete the 	Solicitation and Contract process outside of FI$CAL.
b) If No: 	The Department Buyer prepares the Requisition for to be processed by the Department of General Services. Proceed to step 20.
20. Complete SCM Checklist: The Department Buyer will complete the SCM    Checklist.
21. Request Routed for DGS approval: The Requisition request is routed to DGS by the Department Buyer.
[bookmark: _Toc395437029]Interfaces and Reports
	Name
	Purpose
	Interface
	Report

	PO to Requisition Cross Reference Report 
	Shows viewer how Requisitions have been sourced to POs in the business unit. 
	
	

	Requisition Costing Summary Report 
	Provides a summary listing of Requisitions within a specified date range to view.
	
	

	Pending Orders by Acquisition Type 
	Provides the ability to view orders in pending status.
	
	

	Acquisition Method Report
	Provides the ability to view orders in pending status.
	
	


[bookmark: _Toc395437030]Interdependent Business Processes and/or Work Activities
Business processes are often completed in several steps. These steps are also referred to as work activities, which are typically completed in a predetermined order. Work activities can run sequentially or in parallel. Individual activities can be organizationally distributed. Usually, the work activities of a business process are interdependent. This interdependency is created by the interaction of all the activities belonging to a business process that pursue one common goal.

Inter-dependency exists among the following (business process/business processes/activities within the following business process:  
Pre-requisite business processes:
· AP1 Execute and Maintain Vendors
Succeeding business processes:
· PO2 – Manage Purchase Orders
· PO3 – Receive Goods and Services

[bookmark: _Toc347930438][bookmark: _Toc395437031]Governing Statute, Regulation and Policy
	[bookmark: _Toc340072078][bookmark: _Toc342477111][bookmark: _Toc346216943]Governing Authority
	Identifier
	Description

	State Contracting Manual (SCM)

	Volumes I, II and III
	The SCM is a reference source to Statewide procurement and contracting policies and procedures.





[bookmark: _Toc395437032][bookmark: _Toc393373120]Appendix - Hyperlink to Associted Business Process Flows 
ePro3 Business Process Flows
[bookmark: _Toc395437033]Appendix: Hyperlink to Associted FI$CAL Terms and Definitions
Fiscal Terms and Definitions
[bookmark: _Toc395437034]Appendix: Hyperlink to Associted FI$CAL Job Aids  
Supplemental Job Aids and Training Tips
Purchasing Job Aids
[bookmark: _Toc395437035]Appendix: Hyperlink to Associated UPKs
UPK

Refer to UPKs: PO101, PO102, PO103, PO201
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