
Type of 
Purchase

Goods Available 
In Catalog?

Use Standing Order 
Form

Use Non-Catalog 
Item Add

Recurring Need?

Prepayment
Requested 

or Over 5K?

Yes

No

Yes

ServicesGoods

Yes

Yes

Use Catalog Supplier

No

Designed for use when in doubt 
if an item is not in a catalog

No

Process Selector

Use Requisition 
Wizard Form

Recurring 
Need? No

All Roles

Also use to send basic 
info to your Requester

SHOPPERS
REQUESTERS
APPROVERS

START

Order Crosses 
Fiscal Years? Yes

No
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