
Project Name: Phase 1- Evaluate JDE Purchasing Module BP State: Current

Business Process: Purchasing – Fulfilling a requisition
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Step 1

Create 
requisition

Approved?START

Last Revision 09/06/2013Version 1.0

Step 2

Assign 
requisition to 
Purchasing staff 

YES

Step 3

Generate 
quote from 
requisition

Step 4

Print and send 
quote to 
vendor and 
requesting 
department

Step 5

Quote prices 
for order

Step 6

Enter quote 
response

Step 7

Generate and 
print P.O.s from 
quote response

END

Step 8

Receives and 
fulfil ls P.O.

[Shortlist 
vendors]

Step 9

Send purchase 
receiver, 

receive by 
P.O., print 

packing slip
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Step 11

Receive 
documentation

Step 10

Ship items to 
requesting 
department
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Project Name: Phase 1- Evaluate JDE Purchasing Module BP State: Current

Business Process: Purchasing – Fulfilling a requisition (Central Store Merchandise)
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Step 1

Create and 
email 

requisition in .xls

Approved?START

Last Revision 09/06/2013Version 1.0

Step 2

Print .xls 
(packing slip)

YES

Step 3

Copy and 
paste into JDE 
(Issue Inventory 
to account)

Step 4b

Fill order, 
including 
updated 
quantities

Step 5

Receive 
shipment, 
confirm 
quantity

END

Step 6

Confirmation of 
receipt

Quantity 
available?

Step 4a

Check quantity 
on hand, 
delete line item 
or adjust 
quantity

NO

YES
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Project Name: Phase 1- Evaluate JDE Purchasing Module BP State: Current

Business Process: Purchasing – Fulfilling a blanket order
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Step 1

Create blanket 
order

START

Last Revision 09/06/2013Version 1.0

Step 4

Print purchase 
receiver, 

receive by 
P.O., print 

packing slip

Step 2

Release 
blanket order

Assigns 
blanket order 

number 
(####)

Assigns order 
number 

(######)

Step 3

Receive and 
fulfil l order

END

Step 5

Receive 
documentation
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Project Name: Phase 1- Evaluate JDE Purchasing Module BP State: Current

Business Process: General Services – Pick Purchasing Process
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Step 1

Send staff out 
for purchase

START

Last Revision 09/06/2013Version 1.0

Step 4

Call General 
Services for #

Step 2

Confirm 
product price 
in store

Step 3

Request pick # 
from supervisor

END

Step 5

Provide pick # 
record cost, 
vendor and 
employee 
details

Step 6

Relay pick # to 
employee

Step 7

Give pick # to 
vendor

Step 8

Issue receipt 
with pick # 

Step 9

Submit receipt 
to supervisor

Step 10

Submit receipt 
to General 
Services admin

Does pick # 
match?

Step 11a

Record receipt 
#, packing slip

Step 11b

Contact 
supervisor with 
discrepancy

Step 12

Note budget 
information 
manually on 
receipt for C.A.

Step 13

Receive 
purchase 
documentation

NO

YES
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