
User has need for
goods / services

Requisition
approved

Aptos
requisition
required?

PO raised Submit PO for
approval

PO transmitted
to Vendor per

regulations

Vendor
processes order

Delivery received by
ordering department

Enter Aptos
receipt

Items issued to
requisitioner and charge
automatically created

Stock issued via
'monitor

requisitions' screen

Item held in
department's
own Aptos

store?

No Yes
Stock issued via

'issue without
requisition' screen

Aptos stock
levels updated

YesPunchout
requisition?

University
stock

items?

No

Yes

Internal
service
items?

No

No

Internal service
carried outYes

Recharge
automatically

created

START

Aptos Purchase Ordering - simplified

Invoice received by
Accounts Payable

Invoice processed

Requisition
entered

Yes

No

Flowchart Legend

Flow

Written
documentation

Document Decision

Sub-process Action End

TIme delay

Document
name

Invoice paid


