Business Process Flowcharting Standards — Please use ONLY the symbols show below, following these guidelines:

On-Page Connector - On-Page Connector. Used to avoid
Start/ Start/End - Indicates point at which the process begins or complex overlapping connector lines or to continue a process
End ends. Does not represent any activity. on a subsequent page. Connectors are labeled with UPPER
CASE letters.
Interface — Data conversion from one electronic system
Decision - Interface 5 o
emerging from the diamond must be labeled with one of the 0 another.
possible answers.
Sub Process - Represents a separate process within FiSCal that occurs in a
> . . subsequent or interdependent process in the same or different P/S
()] - System Task - Represents an individual step or activity in Sub process dul
i~ System Activity module.
FISCal.
(]
)
0
£
'q_) Off-Page Reference — Directs diagram flow between
Manual Task - Represents an individual step or activity in the two separate flowchart diagrams or processes.
2 Connectors-are labeled with UPPER CASE letters
Manual Task process that is made out of FISCal. btk S mck bt Cut e Sk et = Rabetos Pt Coid Sl
Input Documents — A paper document (or email) that is used — Output Documents - An electronic document that is
Documents for entering data in the process. p createc! by the process and can be printed (for example
—any-kind-of repert).
\/\
) Flow Arrow
K Swim lanes are used to indicate which user role has primary responsibility for performing steps in the process.
n°: If an activity involves participation by more than one role, place it in the swim lane for the role with primary
responsibility, or put it on the line that divides both roles.
© _
c / -
(1)
-
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° On-Page Connectors containing alpha characters will use the above color format (Example: The alpha character ‘A’ is the color green in all flow charts) for the fill color.
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Requisition to Check
ePro2 — Administer Vendor Contracts

Create Contract

3/24/2015

9. Contract status is

10. Send document

approved to vendor
Start
19. Setu .
+ 18. Change status to . " 20. Set up milestone
V} Yes approved milestone Yes tracking
pp tracking?
1‘. Verify cgntr?ct 8. Contract A
information is 7. Approved? Nob X . No
= document is denied
(3] correct
>
= 22. PO1-
e 21.Set up an Yesp Maintain Items
qc) y P 17. Execute contract es for Purchase
g Process
—
o 2. Select template 6. Workflow A 25. Contract
[ and maintain logs approval No P updated with new
o .4 Item ID’s
l A 23. f\;‘ KL
anage
16. Edit and save Encum.brance Yesh, Purchase
required?
No document Order
3. Collaboration? AR el
save document A
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—
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© 4. Check out, edit,
o save and check in
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© contract
©
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c 11. Vendor reviews | 12. Vendor signs . . 14. Agree to 15. Contract award
g document contract? No- e changes? is withdrawn
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Requisition to Check

ePro2 — Administer Vendor Contracts

Contract Amendment

3/24/2015
Start ;
i : 9. Contract status is - 10. Dispatch
2poroved P amendment to
PP vendor
Y
A
1. Verify contract Yes
information is
I correct 18. Change status to > 18. Amend PO End
] 8. Contract approved
> 7. A d? N ’
njn pprove o> document is denied
= \ 4 A
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© preconfigured
o
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i approval
\ 4 No T A
3. Collaboration?
5. Review, edit and 16. Edit and save
save document document
A A
Yes
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o) Yes
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© 4. Check out, edit,
o save and check in
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© amendment Yes
©
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. 11. Vendor reviews .
12. Vendor signs . . 14. Agree to 15. Cancel
o |
S amendment amendment? No—9»{ 13. Discuss issues e No—p»| amendment
c document
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>
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Requisition to Check

ePro2 — Administer Vendor Contracts

Contract Compliance

3/24/2015

Start

\ 4
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q>J~ 1. Receive workflow 5. Prepare usage 6. Reconcile

cg notifications report discrepancies
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Requisition to Check
ePro2 — Administer Vendor Contracts

Contract Extension, Re-bid or Retire

3/24/2015

1. Receive contract
L . P 2. Evaluate contract
expiration notice

Department Buyer

3. Extend
contract?

Yes

v

5. Retire
contract?

No

v

4. Assign new
amendment number

6. eProl Re-bid
process

YesP»|

7. Notify supplier

8. Close out contract t

End
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