
Purchasing and Payment System Workflow 

 

Enter all known  
information and 

attachments
Creator

•Review, edit, 
add fiscal 
information and 
attachments

•Approve or 
Reject

Dept/Unit 
Fiscal 

Manager

•Review, edit, ask 
for additional 
information, and 
select payment 
method

•Approve or 
Reject

Financial 
Analysts

• Review
• Approve or 

Reject with 
comments

Dept/Unit 
Approver

• Review
• Approve or 

Reject with 
comments

Additional 
Approvers 

(not required)

• Review
• Approve or 

Reject with 
comments

Assistant Dean for 
Finance & 

Administration

After this point, 
the form cannot 

be edited. 

  Only Approved 
or Rejected 

After AD approval, 
Purchasing can be 

completed by 
Department or 

Financial Analyst 
using the previously 

selected payment 
method 

 


