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After the Fact PO Workflow Process
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• Complete After the Fact PO Form in 
BearBuy and select "Add to Cart, route 
Cart to Requisition Creator 

• Req Creator adds org node and 
chartstring, and submits the Req for 
approval 

After the Fact 
PO Form 

completed? 

Yes 

No 

BearBuy creates PO and 
routes voucher for approval. 
PO is not sent to supplier. 

Step 1 -   

• Receive Requisition via 
BearBuy worklist 

• Buyer determines that 
Req is After the Fact  

Step 2 -  

• Reject the Requisition 

• Add comment that After 
the Fact PO Form is 
required 

Does the form 
have required 

justification and 
documentation? 

Step 4 -  

Notify the department  
of additional required 

documentation 

No 

Yes 

Step 5 -  

• Provide justification and 
documentation 

• Add comments in BearBuy 

Step 6 -  

• Attach After the Fact 
letter in BearBuy 

• Send notification to 

department 

• Approve Requisition 

BearBuy builds new  
Requisition using info 
provided on Form 
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