
Process Name: New Supplier Setup (includes option for electronic payment (ACH) enrollment and early payment discount enrollment)
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Description of Workflow Use

Supplier Setup

Revision Notes:

Version 1.0

Version # Draft

Revised 7/21/2015

Author:

Mike B

Start/End 
Process

Legend

System Report

System 
Document

Decision Point

System 
Process

Reference
Process

C Control

2
Invite Supplier to Setup

From system

End 
Process

 Control Report (for step 7.0)
Report of all:
1) Setup Request without
 - business requestor approval
 - w8/9 attachment with version
 - Foreign supplier attestation
2) Gaps for TIN, OFAC, SDN review

C

1.1
I need to purchase something 
and don t have a supplier that 

is known

1.2
Purchase Order needed, no 
supplier profile available to 

create Purchase Order.

1.3
Invoice arrives, no supplier profile 

available that matches invoice
(option for automated bounce back)

1.4
Contract negotiated with new 

supplier

3
Receive Invite via email 

with password reset

4
Complete Setup Profile   

Process Option:  who is allowed to 
invite the supplier? (SOD?)
1) Business
2) Purchasing
3) AP
4) Supplier Enablement

C 5
Approve or Notify of 
Supplier Submission

6
Perform 3rd party validations 

(TIN, OFAC, SDN) 

7
Final QA, Duplicate Check

Submit to ERP Master

8
Notified setup is 

complete

8
Notified setup is 

complete

10
Master Supplier

Sync Process

8
Notified setup is 

complete

9
View all setup 

request by status

C

  Process Option
Required fields can include enrollment in:
1) electronic payment (ACH, SWIFT)
2) early payment discounts (2%-10-30)
3) diversity documentation

Process Option:  
Having the Business Requestor Manager approve a 
new supplier makes sense of the business is allowed 
to invite suppliers



Process Name: Modify Existing Supplier Setup (includes option for electronic payment (ACH) enrollment and early payment discount enrollment)
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Supplier Setup

Revision Notes:

Version 1.0

Version # Draft

Revised 7/21/2015

Author:

Mike B

Start/End 
Process

Legend

System Report

System 
Document

Decision Point

System 
Process

Reference
Process

C Control

End 
Process

 Control Report (for step 7.0)
Report of all:
1) Setup Request without
 - business requestor approval
 - w8/9 attachment with version
 - Foreign supplier attestation
2) Gaps for TIN, OFAC, SDN review

C

1.1
Invoice arrives, no supplier profile 

available that has new supplier 
information

OPTIONAL for BULK
Receive Invite via email 

with password reset

2
Login and update Setup 

Profile   

3
Is Business approval 
required today for 
profile changes?

4
Perform 3rd party validations 

(TIN, OFAC, SDN) 

5
Final QA, Duplicate Check

Submit to ERP Master

6
Notified supplier 
profile is updated

6
Notified supplier 
profile is updated

8
Master Supplier

Sync Process

6
Notified supplier 
profile is updated

7
Can view request 
queue of changes

C

  Process Option
Required fields can include enrollment in:
1) electronic payment (ACH, SWIFT)
2) early payment discounts (2%-10-30)
3) diversity documentation

OPTIONAL for BULK
Send single or bulk invite 

to existing suppliers

1X capture of email 
contacts for existing 

suppliers

When is this required for changes?
Top changes include:
 - pay site
 - DBA
 - ACH and EPD



Process Name – Receive and Process PO based invoice - electronic (single or bulk, 2 and 3 way match options) 
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Document History

Manual 
Process

Manual 
Document

Description of Workflow Use

Procure to Pay process for Catalog based 

PO invoice with PO/FLIP

Revision Notes:

Version 1.0

Version # Draft

Revised 7/21/2015

Author:

Mike B

Start/End 
Process

Legend

System Report

System 
Document

Decision Point

System 
Process

Reference
Process

C Control

1
Browse 
catalog

Criteria for self-approval
 1) < or = to $2500 USD
2) not software
3) no customer data

End 
Process

 Control Report #1 (for step 2.5)
Report of all:
1) Transactions < = $2,500 by count by person
2) Trend view over time and/or count by date range

C

Find good or 
service?

2
Complete/

Submit
Requisition

Y

Supplier w/
catalog item 

exists?

1.1 

Add
Supplier

1.2
Add

Catalog
Items

N

1.5
Enrich

Requisition
Y

N

Y

3
Approve

Requisition

2.5

< $2500

N

C

4
Receive

Purchase
Order

Y

5
Deliver

Goods or 
Service

8b
Invoice 

Acknowledgement

6
Submit

PO/
Invoice

Flip

7
PO/

Invoice
Match

Y Y

9
 Ok to Pay 

File

7.1
PO/Invoice
Mismatch

Guide

Mismatch

PO/Invoice Mismatch Criteria (7.1, 8a/b details address 3 areas)
1) $ amount exceeds PO by > 10% or $2,500 (add Funds needed)
- existing PO (how does system allow $ updates)
2) Sales and Use Tax (TBD)
3) Receipt Variance for 3 way match (<<criteria for 3 way?>>)

C
CPO based invoice submission (6 details)

1) all  PO based invoices are submitted via  PO Flip  to reduce line 
item variance mis-match frequency
2) all  PO based invoices are submitted via (<<insert methods>>)
3) all  invoices will contain <<insert field list for invoices>> or they 
will be ruturned to supplier for re-submission

C

C

C Criteria for fiscal approval
 1) <<spend auth. Limits>>
2) skip level or one level at at time?

Receipt
Required?

8a
Goods

Received?
Y

N

Y

Service Report #2 (for step7.1 and 8a/b)
Report of all:
1) Transactions with mismatch (daily queue, trends)
2) Cycle time for transactions with PO/Invoice match, but still pending 
receipt or invoice acknowledgement



Process Name – Receive and Process non-PO based invoice – paper and electronic (single / discuss bulk) 
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Document History

Manual 
Process

Manual 
Document

Description of Workflow Use

Procure to Pay process for non-PO based 

invoices

Revision Notes:

Version 1.0

Version # Draft

Revised 7/21/2015

Author:

Mike B

Start/End 
Process

Legend

System Report

System 
Document

Decision Point

System 
Process

Reference
Process

C Control

Criteria for auto-approval
< $1000

End 
Process

 Control Report #1 (for all transactions)
Report of all:
1) all contain valid triples
2) accrual validations (??)
3) SUT validations (??)

Y

US MAIL

4.0
Review
Code

Approve
Invoice

N

N

7.0
 Ok to Pay 

File

Invoice Validations (for 1.4)
1) Supplier Exist in Master
2) Employee Exist (email validation)
3) Other (lines add up, tax, default coding

C

Criteria for fiscal approval
 1) <<spend auth. Limits>>
2) skip level or one level at at time?

1.0a
Submit
Paper

Invoice

2.0
Supplier

Setup for eInvoice

1.1a
Paper

Invoice

1.2b
Electronic

Format

Invoice

EMAIL PDF

1.2a
Scanning
Service

Manual
Feed

1.3
Conversion

&
Validations

EMAIL
EXTRACTION

1.4
Invoice

Bounce Back
Rules

Validation
Issue?

Y

Y

> spend
Authority?

5.0
Review

Approve / 
Reject
Invoice

Y

Y

Other
Approval

Rules?

6.0
Finance
Review 

Over $1MM

N

3.0
Supplier

Login
Submit Invoice

NEW
Supplier Invited 

to Supplier Portal

NEW
Supplier Invited 

to Supplier Portal

C

C



Process Name – AP Registry Approval and Release
So

ur
ce

 S
ys

te
m

s
A

P 
A

n
al

ys
t

A
P 

M
an

ag
er

D
ir

e
ct

o
r

Pr
o

cu
re

 t
o

 P
ay

A
P 

 
Su

pe
rv

is
or

C
on

tr
o

l R
ep

o
rt

Phase

Start

Document History

Manual 
Process

Manual 
Document

Description of Workflow Use

Process for reviewing AP Register before 

payment release.

Revision Notes:

Version 2.0 clarifies upstream spend 

authorization and spend approval. 

Version # Draft

Revised 07/20/2015

Author:

<name>

Start/End 
Process

Legend

System Report

System 
Document

Decision Point

System 
Process

Xref to 
Service

C Control

1
Authorization and Approval 

of third party payments.

2
Submission of payments to 

the payment register 
(PSFT).

Control Note for Process Step 1.0
Upstream spend authorization
 and approval occurs in:
1) PO based invoices
2) non-PO based invoices
3) invoice uploads

3
Generate AP 

Register

4
Print AP 
Register

5
Perform AP 
Validations, 
sign register

Control Note for Process Step 5.0:
AP Validations include:
1) Duplicate review
2) Blatant fraud
3) Wrong vendor
4) All revised payments reviewed
5) Review all large dollar transactions (see 
control report below)

C

6
Review register for 

non-standard 
activity for large 

transactions.

Control Note: For Process Step 6.0
Non-Standard Large Transaction are defined as:
1) First time >$250,000 transactions – specifically, 
all transactions with suppliers that are > $250,000 
which have not exceeded that amount for the 
supplier in the past.

C
6.1

Perform validation 
check list (see AP 

Register Check List) 

Standard
Transactions?

N

7.0
Validate spend 

authorization and 
approval, Sign 

register

Y

Validated?

Y

Invalid AP 
Register 

Transactions

N

9
Release AP 

Register

Control Note for Process Steps 3.0 and 9.0:
AP Accounting Manager has a separation of duty 
control which prevents them from vouching an 
invoice, onboarding a supplier and generating the 
AP Register.

Y

8
Archive signed 

AP Register

C

< $10M
Non-Standard?

Y

6.2
Perform validation 
check list (see AP 

Register Check List) 

N

C

C

Note: For Process Steps 6.1 and 6.2
AP Register Check List
For Non-Standard Large Transactions

1) Valid Supplier ID
2) Validate Approval and Authorization in the system. 
3) If > $10M, approval requires business support documentation or direct  
business approval at the Director level

ACH and 
Checks are 

released

End Process

AP Register Control Report (for steps 5.0, 6.0, 6.1 an 6.2)
Report of all:
1) Transactions for suppliers that are between $250,000 and $10M for the first 
time.
2) Transactions that are $10M and greater – grouped by first time and repeat 
suppliers

C
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