
UCSD Marketplace — PR Workflow
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Approval
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Approver 1 - N
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Assigned 
Approver?

Steps 7-8: EH&S Approval

Specific
Code/Flag?

1)  EH&S 
Radioactive 

Approval

YesApprove

Yes

Form Approver 
1 - N

Form with 
Assigned 
Approver?

Approve

Step 10: Forms Approval

Approve

Form + 
Other Item?

Mix Order 
Reject

Yes
Approve

User submits cart.

Step 1: Create 
PR

If Requisition Document total is 
greater than the PR Submitter’s 
purchasing authority, route the 
Requisition to a BU Approval  
Folder for review as defined by the 
rule range for the Business Unit CF. 

If Requisition contains any of the following, 
route Requisition to folder for review to 
ensure PR Submitter has the authority to 
purchase: 

1) Radioactive: Radioactive Flag OR 
UNSPSC 51212310 & 12142207 OR 
Account Code 638039 & RUA No CF is blank
2)  Controlled Substance: Controlled 
Substance Flag; UNSPSC 511429**, 
511418**, 511422**, 511426**, 511419**; 
Account Code 638013

If Requisition contains a Specialty 
Form Type with workflow defined in 
Forms Admin,, route to the Forms 
Approval Folder to reviewed as 
specified in Forms Admin. 

No

If Requisition contains a 
specified Form Type (that will 
not create a PO), Requisitions 
routes to Mixed Order Reject 
Folder for review. 
l.

Note: This step contains a catch-
all step for a CF which contains 

no approvers

Yes

Index 
Assignment 
Folder 1 - N

Business 
Unit = null?

Approve

Dynamic workflow triggered by 
the Users Home Department (CF 
– General Tab) and Approvers 
(Index Assigners)  assigned to 
that value.

Step 2: Index Assignment 
(built, not used)

Contracted 
Supplier? 

<$10K

Yes

Non- Contracted, 
Form Supplier?

<$2500

Yes

No No

PRs to contracted 
suppliers <$10K do not 
require additional 
review by a Buyer.  

(Catalog, Punchout or 
Custom Forms 
included)

PRs to non-contracted 
suppliers using non-
catalog forms below a 
certain dollar limit (TBD) 
do not require additional 
review by a Buyer. 

No

Non-Contracted 
Catalog Supplier?

< $5K

PRs to non-
contracted suppliers 
using a catalog 
<$5K do not require 
additional review by 
a buyer.

Yes

Gatekeeper Folder
(no Supplier Class)

Supplier 
assigned?

No Yes

Cascading Approval based on Financial 
Approver Workflow:
Buyer I: Review authority <$10K
Buyer II:  Review authority <$35K
Buyer III: Review authority <$50K
Buyer IV: Review authority <$75K
Buyer V: Review authority <$150K
Buyer VI: Review authority <$500K
Principal Buyer: Review authority Unlimited

Assigned

Approve

Professional Buyer 
Review

(Route off Supplier 
Class)

Shared Folder for 
Buyer Assignment of 
PR’s

Yes

Business 
Unit = Blank

Approve

PR 
Validation

Reject

Reject

Approve

Step 6: PR 
Validation - 1

No

2)  EH&S Controlled 
Substance Approval

Yes

Steps 13-16: Restricted Item 
Approval

Specific
Commodity 

Code?

Yes

Go To
Step 10

Go To
Step 10

Go To
Step 10

No Lower Level 
Dept Buyer

Low $ Purchase 
Approver

Approve

Yes

If Requisition Document bypasses 
BU Approval, and PR Submitter is 
from a Department defined in ADW, 
send a notification to the approvers 
assigned. 

(Used as needed for Home Dept that 
require Low Dollar Notification 
against their Dept Buyer purchases)

Step 4: Low $ Purchase 
(built, not used)

Go To
Step 11

(PO Workflow)

No

No

PR 
Validation

Reject

Reject

CF CF ADW SWF

FW SWF SWF CF / SWFSWF

Step 2: Form – CXML 
Mismatch

cXML Supplier 
that doen’t 

accepts Non-
Catalog Forms?

Non-Catalog 
Form w/ cXML 

Supplier

Yes
Approve

If Requisition contains the 
presence of the “Form - cXML 
Mismatch” supplier class flag 
AND a non-catalog form on, the 
Requisition will route to Form-
cXML Mismatch folder for review. 

Multiple approvers may share 
this folder, but only one will make 
the approval.

SWF

No No

No

If Requisitions contains any of the 
following, route Requisition to given 
restricted item  commodity folder for 
review: 
1) Alcohol:  UPSPSC 502022**; Account 
Code: 638173
2) Animals: UPSPSC 1010****;  Account 
Code 638065
3) Awards/Gifts: UNSPSC 101617**; Account 
Code 638094, 637455
4) Firearms: UNSPSC 461015**

Step 5: Higher Level DB 
Notification ($500 - $5000)

Higher Level 
Dept Buyer

Department 
Buyer Purchase 

(>$500)

Approve

Yes

If Requisition Document Total is less 
than the PR Submitter’s, but is 
greater than $500, send notification 
to Department’s DA’s as defined in 
ADW. 

ADW

Step 3: Internal Supplier 
Quotation

Form Type

Yes

Approve

If Requisition contains a Form 
Type with a service or product 
that needs to be quoted by an 
internal campus Supplier before 
BU Approval (as defined in 
ADW), route to Form Type folder 
as defined in ADW. 

NoNo

ADW

Form Type 
ADW Story

Step 4: Business Unit 
Catch-all

Business Unit 
Catch-all

If Requisition's Business Unit 
value is null or doesn’t have 
Approvers listed to the 
appropriate folder, Requisition 
routes to Business Unit Catch-all 
folder for review.  

Yes

CAS = 
64-17-5

Approve

If Requisition contains CAS 64-
17-5 and the Supplier is 
STORE, route Requisition for  to 
STORE Ethanol Folder for 
review.

STORE Ethanol 
Review

SWF

No

Step 9: STORE 
Ethanol Review

New 
Supplier?

New Supplier

Yes
Approve

If Requisition contains “New 
Supplier” class, route 
Requisition to the New Supplier 
Folder for review. 

SWF

No

Step 11: Mixed Order 
Reject Step 12: New Supplier

Satellite 
Procurement 

Approval

A&PS / HDH 
Approval

Yes

ADW

Advanced Dynamic Workflow triggered 
by Form Type and the Approvers 
assigned to that workflow step.

Multiple approvers may share this folder, 
but only one will make the approval.

1)  Restricted Item: 
Alcohol Approval1)  Restricted Item: 

Alcohol Approval

Approve

No

No

Steps 17-18: Satellite 
Procurement Approval Pre-Purchasing Screening

Step 21: PR 
Validation - 1Step 19-20: Central Procurement Review
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