PROCUREMENT WORKFLOW

Is The Spend Related To Employee Travel?

See Travel Expense

?
Workflow What type of purchase?

*Please Note: For a new supplier that doesn’t
exist in Workday, have the supplier complete
the “Vassar Supplier and Individual Payee
Registration Form”, available on accounting
and purchasing websites. This will alert
accounts payable/ purchasing to add the
supplier to Workday.

Procurement Purchase
(e.g. Office Supplies, Equipment,
Services, etc.)

Non-Procurement Purchase
(e.g. Lecture Payment,
Stipend, Honoria.)*

What Is The Payment Method?

Credit Card purchase on P-Card

(Procurement Credit Card) If the

Supplier Is Not Amazon, Staples,
Granter or B&H Photo.

Is the total amount less
than $1000?*

Make P-Card
purchase.

Reconcile
transactions in
verify
Procurement
Card
Transactions.

No further
action is
needed.

Create
Requisition.

The
Purchasing
Dept will turn
the requisition
into a
Purchase
Order (PO).

Make
purchase.

Create Receipt
when goods/
services are
received.

Reconcile
transactions in
\/:1414Y
Procurement
Card
Transactions
and link each
transaction to
the PO.

No further
action is
needed.

A purchase from

Amazon, Staples,

Granger, or B&H
Photo.

Create Requisition.
Select Punch Out As
The Type. Connect
To Supplier Website
Through Workday
And Make Purchase.

The Purchasing Dept
will turn the
requisition into a
Purchase Order
(PO).

Create Receipt
when goods/
services are
received.

Staples,
Granger
and B&H
Photo will
send an
invoice to
AP.
Payment
will be
made.

Amazon
will charge
the P-Card.

No further
action is
needed.

A procurement
expense paid by
the Accounts
Payable Office.*

Create
Requisition.

The Purchasing
Dept will turn the
requisition into a

Purchase Order

(PO).

Create Receipt
when goods/
services are
received.

Invoices should be
emailed to
Accounts Payable
for payment.

No further action is
needed.

Create Supplier Invoice
Request.

The request is sent to
Accounts Payable who turns

the request into an invoice.

The invoice routes through
the approval process.

Approved invoice is paid by
the Accounts Payable
Office.

No further action is needed.




