
2. to 3.  Cost Object and GL may be changed at any time in these steps. 
7.  and 8.  Goods receipt may be performed at any time in these two steps.   

Purchase Order Workflow 

 

1. Identify items needed 
and / or

Shopper obtains quotes 
when required. 

2. Shopper  (PRS 
Submitter)(enters cart 
including accounting 
codes and shipping, 

Assigns to Requestor)

3. Requestor (PRS 
Reviewer)(Reviews cart, 

completes checkout)

4. Funding Approver -
Directors

5. Commodity 
Approvers - ITS 

Accounting

6. Purchase Order is 
Placed

7. Order is received.  
Shopper performs 

Goods Receipt in eSHOP.  

8. UNL AP processes invoices.  If 
goods receipt is not performed,  

Requestor is notified.  
* if you receive an invoice please email to its-

accountingoffice@nebraska.edu

9. Invoice Paid


