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On-Pa
 
ge
 
Conn
 
ecto
 
r
 
-
 
On-Page
 
Connector.
 
Used
 
to
 
avoid
 
complex
 
overlapping
 
connector 
lines
 
or
 
t
o
 
continue
 
a
 
process
 
on
 
a
 
subsequent
 
page.
 
Connectors
 
are
 
labeled
 
with
 
UPPER
 
CASE
 
letters.
) (
Start/E
 
nd
 
-
 
Indicates
 
point
 
at
 
which
 
the
 process
 
begins
 
or
ends.
 
Does
 
not
 
represent 
any
 
activity.
)Start/	A
End






Decision


Decisi on - shows a decision point, such as yes/no. Each path emerging from the diamond must be labeled with one of the possible answers.


Interface

Interface – Data conversion fro m one electronic system to another.



 (
System
 
Activity
)	 (
Sy
 
st
em
 
Tas
 
k
 
-
 
Represents
 
an
 
individual
 
step
 
or activity
 
in
 
F
I
$
C
a
l
.
)	 (
Sub
 
process
)	 (
Sub
 
Pr
o
 
cess
 
-
 
Represents
 
a
 
separate
 
process
 
within
 Fi
$
Cal
 
t
ha
t
 
occurs
 
in
 
a
 
subsequent
 
or
 
interdependent
 
process
 
in
 
t
h
e
 same or
 
different
 
P/S
 
module.
)

 (
Manual
 
Task
) (
Manu
 
al
 
Task
 
-
 
Represents
 
an 
individual
 
step
 
or
 
activity
 
in
 
the
process
 
that
 
is
 
made 
out
 
of
 
FI$Cal.
) (
Template
 
Key
)Off-Pa ge Reference – Directs diagram flow between
B	two separate flowchart diagrams or processes.
Connectors are labeled with UPPER CASE letters.







Documents

Output Do cuments - An electronic document that is Output	created by the process and can be printed (for example
 (
Input
 Documents
 
–
 
A 
paper
 
document
 
(or email)
 
that
 
is
 
us
e
d
 
for entering
 
da
t
a
 
in
 
the
 
process.
)– any kind of report).



 (
Flo
 
w
 
Arrow
)

 (
Swim
 
lanes
 are
 used
 
to
 
indicate
 
which
 
user
 
ro
l
e
 
has
 
pri
 
mary
 
respo
 
nsibi
 
lity
 
for
 
performing
 
steps
 
i
n
 
the
 
process.
 
If
 
an
 
activity
 
involves
 
participation
 
by
 
more
 
than
 
one
 
role,
 
place
 
it
 
in
 
the
 
swim
 
lane
 
for
 
the
 
role
 
with
 
primary
 
responsibility,
 
or
 
put
 
it
 on
 
the
 
line
 
that
 
divides 
both
 
roles.
)


 (
Color
 
Legend
) (
Role
)A	B	C	D	E	F	G


 (
On-Page
 
Connectors
 
containing 
alpha
 
characters
 
will
 
use
 
the
 
above
 
color
 
format
 
(Example:
 
The
 
alpha
 character
 
‘A’ 
is
 
the
 
color
 
green
 
in
 
all
 
flow
 
charts
)
 
for
 
the
 
fill
 
color.
)
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1.  (
D
ep
a
rtment
Contact
(IT
AR
)
)Desire to buy IT Goods


ITAR
completed in Serv ice Manager






2.  (
D
ep
a
rtment
 
Re
qu
est
o
r
(ISD)
)Create/ Update
Requisition




3. Add Vendor




4. Assign
Acquisition Type
5. 
Review/ ChartField s
Combination Values, and item lines




Justification/ Comments and attachments




Contract/LPA information, if applicable




8. Budget Check

No


9. System Check
ChartField s valid?


Yes


10. Add Ad Hoc Approver(s) and route Requisition
A	for Division
approval





 (
Department
Req
uisi
t
ion
Approver 
1
(ISD
 
M
ana
ger
 
o
r
 
D
e
si
g
n
ee
)
)ChartField s
B	combination and
funding is applicable







Deny



and funding applicable?


Yes


13. Requisition
Approval


14.
Approved?


Yes





Push back/Deny





15.  (
Department
Req
uisi
t
ion
 
Approver
 
2
 
(Con
tr
a
ct
s
 
and
 
Proc
u
rement
 
Offi
ce
)
)Verify Acquisition Type, Line, Shipping
and Division attachments


16. Assign Buyer to Requisition



17. Approved?

Deny	A




Yes

Push back	B




19.  (
18.
 
Review
Division
attachments
 
and
documentation
) (
Department
B
u
yer
 
(Contracts
 
and
 
Proc
u
rement
 
Offi
ce
)
)Within PO Purchasing Authority?


Yes


20.  (
21.
 
Request
 
routed
 t
o
 
DGS
 
for
 
approval
) (
PO2
Manage
 
Purchase
 
Order
)Complete SCM Checklist
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