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Task complete.
When the goods or services are delivered
you can create a receipt (if needed), and
hen voucher the invoice for paymen

Is there a Department-Specific
Purchase Order against the

No

Is the purchase for District
Court?

No

Is it a State Contract (BPO)?

Yes

Is the amount < or = $25007?

A

Need to Order
Something? Let’s get
started

Is there a Blanket Purchase
Order (BPO)?

Yes
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Is the amount < or = $2500

Create an
Express PO
(Go to Page 2)
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(It is a Judiciary Blanket Contract)
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Purchasing (DPCA) required
for similar goods in the
past?

Yes

No

Does the vendor need a
formal PO?

No

l

Task complete.
The next step is to enter a Non-PO
voucher, once you receive the vendor’s

invoice
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Create an
eProcurement
Requisition
(Go to Page 2)
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' GEARS

General Enterprise and Resource Support

v Important!!
Receipts are optional for
Services, but required for Goods.
. If you have purchases from a
Tip Sheet Cleatepal Create an v»éndor forFl:)oth Goods and
Creatingan ... B Tip Sheet eProcurement Services, create separate lines
Express Purchase Order Importantl] Creatingan | Requisition on your r,e uisition. If you want
Purchase If you plan to receive by eProcurement toyreceive?on Serv.icesy lease
Order Amount (full or partial), Requisition e tit » P "
v ey ¢ quest it on your requisition
Checkbox (on Attributes - Budeet Check the
Submit the Express Tab) must be checked %yf_udge_t R:gequisition
HOEIA e Click on the “Error” .Hyperlink (Validates and Did you know?
What if your Did you know? next to the Budget Check and a 7 u'pdates the You should use a SpeedChart
PO is denied? To See Your Approval new window opens explaining applicable budget) (same number as your PCA) to
Read the Routing, click on “View the error. Contact DBF Budget auto populate the distribution
comments Approvals” hyperlink on (or DCHQ) for further Y line
from your The Express PO is the Express PO Page assistance, if needed Submit th
approver, make routed for approval o
updates as Requisition for
required, and Approval
resubmit
) - Did you Know?
You W'”.be notified The Approval Levels and Dollar Thresholds document provides
via emal! when th? information about the Judiciary’s approval levels for each type of Did you know?
Approval is done (it’s e The Requisition is routed for approval If you order an IT Category,
also in your worklist) additional approval from JIS is
What do | do if my Budget Check ¢ required
fails?
Click on the “Error” Hyperlink next Now you can Budget
to the Budget Check and a new Check the Express v
window opens explaining the error. PO Purchasing will notify
Contact DBF Budget (or DCHQ) for (Validates and T [y
further assistance, if needed u‘pdates the T e e
EER RIS, Sourced to a Purchase
Order
Did you know? Y Did | 5
I rgcelpt e Dispatch the Express If you use email to dispatch,
reo!mred, youcan PO < GEARS sends the PO via email to v
simply enter a the vendor (vendor email must Task complete.
PO-vouch.er or;‘ce exist in GEARS) When the goods or services are delivered you
\y;: d;erssli\rf/zicz ¢ can create a receipt (if needed), before
Task complete. vouchering the invoice for payment

When the goods or services are delivered you
can create a receipt (optional), before
vouchering the invoice for payment. Note:
eceipts are required for District Cour
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