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Phase

Employee needs to 
buy something

**Employee Puts in 
eRequest and is 

approved 

Purchase is 
made

Receipt is 
attached to PR

Unit notifies 
PSSC that 
receipt is 

attached and 
is ready for 
processing

Employee seeks 
approval via 

method other than 
eRequest (email/

verbal)

OR Employee makes 
the purchase

Unit or employee 
enters eRequest 

and attaches 
receipt; unit 

approves eRequest

Buyer Assigns PR to 
self

Is there a receipt 
attached

Perform Compliance 
review of requestYes Does this need 

entered in Prep?

Yes

Add comment to PR 
& put in Additional 
needs and request 

that PSSC be 
notified when 

receipt is attached.

Has the 
purchase been 

made?

No

No

Contact the 
requestor to find 

out if the purchase 
has been made

Ask Requestor to 
attach receipt so 

that reimbursement 
can be processed

Yes

Is this an OSP 
reimbursement?

Go to OSP process

Yes

NO
Select distribution 

method and “push” 
to PeopleSoft

System marks 
request complete

Go to Prep 
Entry


