Does NOT include internal catalog suppliers, other campus cost
object suppliers, travel cost object suppliers, or blanket orders.

UNL Purchasing Decision Tree Flowchart
Select a purchasing system to enter an order.

ACCOUNTS PAYABLE
DEPARTMENT
402-472-2881

PCARD DEPARTMENT

402-472-5613

PROCUREMENT HELP
DESK

402-472-2126 Opti#2

Is item available from
eSHOP Catalog

Supplier? Yes

No

Is item available from
eSHOP Portal

Supplier? Yes

No

Is order Over $5000
& available from an eSHOP

Non-Catalog Supplier? Yes

No

Is order Over $5000
& available from SAP

Supplier? Yes

No

Is order Below $5000
& allowable on
PCard?

Yes

No

Use Direct Pay.

Contact AcctsPayable

for assistance.

Enter as eSHOP catalog PO.
Contact Procurement
for assistance.

Enter as eSHOP non-catalog PO.
Contact Procurement
for assistance.

Enter as eSHOP non-catalog PO.
Contact Procurement
for assistance.

Enter order as a regular SAP PO
& request often used suppliers be
considered for Portal status.

Use Pcard.
Contact Pcard Dept.
for assistance.
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