Standard eProcurement Workflow

This shows the general, standard workflow that occurs when an SDUSD employee creates and submits an eProcurement requisition to purchase
goods or services. This illustration is meant to convey the basic process of ePro ordering. It does not include every single task performed by all

individuals represented here:

1) ePro Requisition
Created by Requester
e Create ePro order
¢ Run Budget-Check
e Submit order

4) Order Sent to
Vendor
¢ \Vendor fills order

¢ Vendor ships to our
Supply Center
Warehouse

¢ Vendor is paid

2) Site Administrator
Receives ePro

* Read & verify ePro
order is correct
e Approve ePro

5) Supply Center
Receives Order
e Verify order

e Update ePro system
to show order rcv'd.

¢ Deliver order to site
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3) Buyers Process
ePro Orders
* Generate Purchase Orders

¢ Contact vendors as
needed

e Approve Special Request
items

e Establish contracts

6) You Receive Items

¢ Verify order is correct

e If not correct, contact our
SDUSD Buyers

e If correct, distribute to site



