
[image: image1.wmf]Vendor

Supervisor

Direct Charge Process

Agency Best Practice

 End User

Identifies

need

Automated

System

Page 1 of 1

Is item

covered by

BSI/Sheltered

Workshop?

Yes

End of Process

No

Accounts

Payable

Legend:

Electronically

created document

Deci

sion

Process

Manually

created

document

Manual

operation/

process

Manual

Input

Terminator

Stored data

Off-page

connector

Electronically

created

document

Automated

Process

Message to

Database

Decision

Is item

covered by

Statewide

Contract?

Yes

End of Process

Can item be

purchased

with a P-card?

No

Yes

End of Process

Contacts

vendor and

makes

purchase

No

Receives

contact

Yes

Delivers

merchandise

and invoice

Receives

merchandise

and invoice

Reviews invoice

and attaches

accounting

stream

Is supervisor

approval

required?

Sends to

supervisor

Sends to

Accounts

Payable

Approves

invoice

Receives

invoice

Enters invoice info

and accounting

stream in system

and schedules

payment

Does system

accept the

accounting

stream?

No

Emails supervisor

and requests

correction

No

Yes

Yes

Prints

check


_1040469918.vsd
Vendor�

Supervisor�

Direct Charge Process�

Agency Best Practice�

 End User�

Identifies need�

Legend:
�

Electronically created document�

Decision�

Is item covered by Statewide Contract?�

Is item covered by BSI/Sheltered Workshop?�

End of Process�

End of Process�

Can item be purchased with a P-card?�

�

�

No�

End of Process�

Contacts vendor and makes purchase�

�

No�

Receives contact�

Delivers merchandise and invoice�

�

Receives merchandise and invoice�

�

�

Reviews invoice and attaches accounting stream�

Is supervisor approval required?�

Accounts Payable�

�

Sends to supervisor�

Process�

Manually created document�

Manual operation/process�

Manual Input�

Terminator�

Stored data�

Off-page connector�

Electronically created document�

Automated Process�

Message to�

Database�

Decision�

No�

�

�

Yes�

Sends to Accounts Payable�

Approves invoice�

Yes�

�

Receives invoice�

�

Automated System�

Enters invoice info and accounting stream in system and schedules payment�

�

Does system accept the accounting stream?�

�

No�

No�

Emails supervisor and requests correction�

�

Prints check�

Page 1 of 1�


