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USING THE PURCHASING APPLICATION FOR YOUR AGENCY’S PROCESSES 
It is important to accurately create some sort of flow chart or map of your existing processes to prepare to use the Purchasing application. Below is a 
basic example of an agency’s process with corresponding processes in the Purchasing application. Some existing business processes in the agency 
may need to change or be created in order to adopt the Purchasing application. 

 

Example of existing Agency Processes To apply a corresponding Purchasing application processes 

Request from end user. 
Agency rule: Under $100, the end user may purchase, with 
supervisor approval. 

Create Requisition 

 

Agency rule: Over $100, a requisition must be filled out. 

End user or end user’s clerical fills out requisition for request. 

Requisition sent to Agency’s Purchasing to log in and to route 
for approval. 

Authorize Requisition if necessary 
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Example of existing Agency Processes To apply a corresponding Purchasing application processes 

Requisition routed to end user supervisor for budget and 
approval. 

Fiscal Coding 

 
Create Workflow approval levels and add approvers 

 

Requisition routed to fiscal officer for final approval. Workflow approval levels and approvers 

 

Final Approval Level 
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Example of existing Agency Processes To apply a corresponding Purchasing application processes 

Requisition routed to agency Purchasing agent. Ready for Purchasing 

 

Agency rule: May purchase without soliciting quotes if under 
$5,000. 

Create PO 

 

Agency rule: If purchase is estimated to be between $5,000 to 
$50,000 the request can be processed in house. 

Agency rule: If the purchase is estimated to go over $50,000 
requisition must be routed to Dept of Administration, Division 
of Purchasing. 

Administrator can define Delegated Amount 
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Example of existing Agency Processes To apply a corresponding Purchasing application processes 

Agency rule: Purchases between $5,000 to $50,000 must be 
sent to three vendors with a significant Idaho presence. Quotes 
are informal. 

n/a 

Quotes are submitted, tallied, and the lowest responsible 
vendor awarded the purchase. 

State Contract numbers can be tracked on the PO.  
See ‘Create PO’ above 

Scanned documents from vendors can be attached to the PO 

 

Purchase order is generated and faxed or  
e-mailed to vendor. 

Print PO in PDF format. 
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Example of existing Agency Processes To apply a corresponding Purchasing application processes 

Vendor receives PO and processes order. n/a 

Vendor ships order to agency (usually an FOB Destination). Shipping Addresses maintained by administrator within the application 

 

Shipment arrives at agency. Receiving 

 

Item(s) is inspected to see if it meets specifications and the 
terms and conditions of the purchase order. 

Item(s) inventoried. n/a 
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Example of existing Agency Processes To apply a corresponding Purchasing application processes 

Invoice received and sent to fiscal officer to approve and 
process payment. 

POs can be imported in Payment Services 

 
 

Vendor issued a warrant or EFT. Payment Services uploads to STARS 

Copy of Requisition, P.O., Inventory Record, and Invoice to 
file. 

Agency rule: File to be kept for 3 years retention. 

Reports can be generated in PDF, and printed or saved. 
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