
Employee reimbursements
PS
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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)

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



Prep Entry
Pr

oc
ur

em
en

t S
ha

re
d 
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Phase

Prep entry 
(non-OSP)

Prep Entries are required for the following:
Any payment request needs to be paid more than the eRequest amount
All Refunds
Multiple payments on one eRequest
One-time payments for vendors not in the vendor database
Employee Reimbursements where the vendor on the PR is not the vendor that needs paid

Compliance review is 
completed by SC

eRequest requires 
Prep Entry Is it OK?

SC enters the 
request in PREP and 
submits for approval

Yes
Buyer Changes 

eRequest status to 
pending completion

PeopleSoft 
Batches Prep 

entries 
overnight for 

approvals

SC Lead review 
Transaction

Is the entry o.k.?

SC lead approves 
PREP in PS

Yes

SC Lead changes 
status of eRequest to 

complete
AP makes payment

SC contacts 
requester with 

questions and adds 
comments to PR; 

changes status of PR 
to additional info 

needed

NO

SC lead denies PREP 
entry and has SC 

staff reenter request 
or make corrections; 
Lead changes status 

to in Process

NO



Match Exceptions
U

ni
t

PS
SC

Ex
pe

di
tin

g

Phase

Match Exception 
report is run

PSSC staff runs 
Match Exception 

report 

Contacts PSSC buyer 
that the match 

exception 

SC staff investigates 
ME and formulate a 
resolution to fix the 

ME

SC staff will email/
call the unit with 

notification of the 
ME and the 

resolution to resolve

Unit enters 
eRequest for change 
order to resolve the 

ME

Unit approvers 
approve eRequest 
for change order

eRequest workflows 
to the SC and the SC 

buyer self-assigns 
the order

Buyer follows 
Requisition/PO 

process to enter 
change order.

Alternate process: 
SC buyer enters 

eRequest to correct 
Match exception

Buyer will follow up after 1 
week if no response from 

the Unit



Vendor Payments (Non-PO)
U

ni
t

PS
SC

Phase

Unit needs to pay a 
vendor on a 

convenience order

Unit enters 
eRequest for 
payment to a 

vendor

Unit approvers 
review and approve 

eRequest

Erequest appears on 
SC worklist

SC staff self assigns 
the eRequest

SC Staff performs a 
compliance review 

Is the request 
o.k?

Is the request 
appropriate for a 

Convenience 
order?

Yes

SC staff contacts 
requestor for 

additional 
information and 

waits for corrections 
to be made

No

Payment should be 
processed using the 

PO/Req process

NO

Can the payment 
be pushed?Yes

Go to 
Prep 
entry

No

SC Staff “pushes” 
payment to 

PeopleSoft from 
eRequest

Yes

Payment is made by 
Central AP


