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REQUISITION / INVOICE WORKFLOW

Note: If the expense is related to employee travel or other reimbursable expense, please refer to the Travel and

Other Expense Workflow.

Is the total amount of the purchase less than
$5,000 and/or Non-Capital?

What Type of Purchase?

Non-Procurement Purchase
(e.g. Lecture Payment, Stipend,
Honorarium)

Non-PO

Procurement Purchase
(e.g. Office Supplies,
Equipment, Services, etc.)

A Non-Requisition
Credit Card Invoice/Procurement
Purchase on Expense Paid by the

PCard Accounts Payable (AP)
Office

A Purchase from
WB Mason

Create Supplier Invoice

Create Make PCard

Requisition. Request

Select Punch
Out as the Type.
Connect to
supplier website

Purchase

Does Supplier Exist?

Reconcile
transactions
via Verify

through Procurement

Workday and
make purchase.

WB Mason will
charge the
Pcard on file

No further
action is needed

*

Card
Transactions

No further
action is
needed

The request is
sent to AP
who turns the
request into
an invoice

The invoice
routes
through the
approval
process

No further
action is
needed

Is the total cost under
$500, or do you expect
this to be a one-time
payment, or is this an
honorarium or award?

Refer to the Bidding
Policy on the
Purchasing Website

Contact the Purchasing
Department prior to
commencing all major
bid processes

Create Requisition

The Purchasing Dept.
will turn the requisition
into a Purchase Order
(PO)

Invoices related to the
PO should be emailed
to GA_AcctsPay@
bentley.edu

No further action is
needed

Scan and email
appropriate support to
GA_AcctsPay@Bentley

.edu

AP turns the request
into an ad hoc

Create Supplier
Request

Purchasing will create

the supplier in

Formerly payment (AHP) Workday
submitted as a
Check Request Once created, see

step, “Create Supplier
Invoice Request”
above

AHP routes through
the approval process

No further action is
needed
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