
Source to Acquire

CREATE CERTIFY BUY, BID and AWARD
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1. Create Requisition –
Enter Specification

Enter Account Assignment
Attach SOR/SOW

2a. Select Material/Service from 
Material Master/Service Master

OR
2b. Select from Contract Catalogue

OR
2c. Free Description

Approve (Certify) 
Shopping Cart

Certifier DoA is required

Approver DoA is required

System does an automatic 
Account Availability Check (AVC)

Review Shopping Cart 
and Buyer Workload

Assign to Buyer

Above $4000
LVA is a separate process

Print awarded 
PO/Contract and 
send to vendor
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Create RFx (ITB/RFQ/
RFP)
OR

Review automaitcally 
generated PO (If using 

systems contract)

Evaluate bids 
(technical and 

commercial) [outside 
system]

Input LCC/HCC 
comments into SRM

Attach minutes
Select Vendor for 

Award

Create 
PO/

Contract

Approve RFx and start  bidding 
process

OR
Approve PO/Contract (If 

systems contract)

Receive Bids 
through Tender 

Opening 
Committee and 
Enter bids into 

System

Approve PO/
Contract

Approve 
Award?

If systems contract
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