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PURCHASING USER MANUAL  

APPROVAL PROCESSES USING REQUISITION 
WORKFLOWS VS REQUISITION DEPARTMENTS 

INTRODUCTION 
An agency has several options for creating an approval process in the Purchasing 
application. An agency can use: 1) workflows only; 2) workflows and departments; 3) 
one workflow and any number of departments. There are several differences between 
workflows and requisition departments in the approval process: 
 
• At least one workflow is required for any agency. 
• Requisition departments are not required to create requisitions or for the approval 

process. However, Requisition Departments can be used with the Restrict 
Approval by Req Department setting for an approval process. 

• If an agency wants to use automatic requisition numbering, then Requisition 
Departments must be created and used. 

• If using Requisition Departments (in conjunction with Restrict Approval by Req 
Department setting) and only one workflow, the requester must select the 
Requisition Department appropriate for all line items of the requisition. The 
administrator must make sure the Requisition Department has the appropriate 
approvers who can approve all line items on that type of requisition. 

• Requisition Departments can be used without the Restrict Approval by Req 
Department setting so that you can sort or filter requisitions on the Status screen. 
Also, Purchasing reports could be sorted by Requisition Department for analysis. 

• If using several workflows and no Requisition Departments, a requester can add 
any type of item on one requisition (within agency rules) and then choose the 
appropriate workflow for each line item. The administrator must make sure that 
each workflow has the appropriate approvers who can approve those types of line 
items. 

Workflows and Requisition Departments can be used together, with or without the 
Agency setting of Restrict Approval by Req Department. However when restricting 
approval by requisition department, the administrator must be sure that approvers are 
assigned to both the appropriate workflow and the appropriate department. 
 
Small agencies may find it easier to use only a few workflows, while larger agencies may 
use workflows and departments for more categorization of their approvers and processes. 
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USE ONLY REQUISITION WORKFLOWS (NO 
REQUISITION DEPARTMENTS) 
One way to set up an approval process is to create several workflows for different types 
of line item purchases, for different divisions or offices, or for whatever sort of 
categorization needed. For example: 
 
Figure 1 - Requisition workflows by regional offices 

 
 
• When a requisition is created, the requester would not have to select a Department.  
• When a requisition is created, the requester would have to select the proper 

workflow for each line item of the requisition. 
 
Figure 2 - Selecting a requisition workflow 

 
 
Although a Requisition Department is not required, you can still create departments and 
not restrict the approvals by department, because the approvers can only approve line 
items assigned to their workflow. However you could then run Purchasing reports that 
can be sorted by Requisition Departments and you can sort and locate requisitions on the 
Purchasing application’s Status screen. 

USE ONE REQUISITION WORKFLOW AND SEVERAL 
REQUISITION DEPARTMENTS 
Another way to set up an approval process is to create one workflow that has all of the 
approvers assigned to it. Then create different Requisition Departments for different 
divisions or offices or for any of categorization is needed. Then set up Restrict Approval 
by Req Department. For example: 
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Create one workflow with one or more approval levels and assign all approvers to that 
workflow: 
 
Figure 3 - Single workflow Fiscal Level 

 
 
Figure 4 - Single workflow Supervisor Level (final level) 

 
 
Create several Requisition Departments and assign the approvers to their respective 
departments, with the final level approver(s) assigned to all departments.  
 
Figure 5 - Requisition Departments 

 
 
 
 
 
Then enable the setting of Restrict Approval by Req Department. 
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Figure 6 - Restrict Approval by Req Department 

 
 
• When a requisition is created, the requester would have to select the proper 

Department.  
• When adding line items to the requisition, the one workflow will be the default on 

all line items of the requisition. 
• When the requisition is ready for approval, only those approvers assigned to the 

same Requisition Department as the requisition will be able to approve the 
requisition line items. 

USE BOTH REQUISITION WORKFLOWS AND 
REQUISITION DEPARTMENTS 
Another way to set up an approval process is to create several workflows and associated 
approval levels for different types of purchases, for different divisions or offices, or for 
any categorization needed. You could also create Requisition Departments and use the 
Restrict Approval by Req Department setting, but it adds another restriction on 
approvers who are already assigned to workflows. The administrator must be sure that 
approvers are assigned to both the appropriate workflow and the appropriate department. 
Otherwise, approvers would not be able to approve line items that are in their workflow if 
the line items are not also part of a requisition assigned to their department. 
 
For example: 
 
Figure 7 - Requisition workflows 

 
 
• When a requisition is created, the requester would have to select a Department.  
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Figure 8 - Selecting a Requisition Department 

 
 
• When a requisition is created, the requester would also have to select the proper 

workflow for each line item of the requisition. 
 
Figure 9 - Selecting a Requisition workflow 

 
 
• When the requisition is ready for approval, only those approvers assigned to the 

same Workflow as the requisition line item and the same Requisition Department 
as the requisition will be able to approve the requisition line items. 

 
You could create several Requisition Departments, but then not enable the Restrict 
Approval by Req Department setting. In this case, Requesters would still be required to 
select the appropriate department for their requisition, but the approval process would not 
depend on the Requisition Department selected. The Requisition Department would be 
used for sorting and reporting. 

Purchasing User Manual Approval Process Using Requisition Workflows vs. 
Requisition Departments 

Rev. Date: 11/18/2014 Page 5 
 


	purchasing User Manual 1
	approval processes using Requisition WORKFLOWS vs REQUISITION DEPARTMENTS 1
	Introduction 1
	use only Requisition workflows (no requisition departments) 2
	use one Requisition workflow and Several Requisition Departments 2
	use Both Requisition workflows and Requisition Departments 4
	Introduction
	use only Requisition workflows (no requisition departments)
	use one Requisition workflow and Several Requisition Departments
	use Both Requisition workflows and Requisition Departments


	PURCHASING USER MANUAL 
	APPROVAL PROCESSES USING REQUISITION WORKFLOWS VS REQUISITION DEPARTMENTS


