ONLINE REQUISITIONS WORKFLOW (HR)
HUMAN RESOURCES - OFFICE OF VICE PRESIDENT (VP-HR) REQUISITION APPROVAL ROUTE CHART

Vice President HR

1st Approver 2nd Approver 3rd Approver 4th Approver
Types of Items Needed Approval Route In Mercury Commerce
Approver ID Approver ID Approver ID Approver ID
Basic Items & Services - For all Products and Services including
Registrations & Bookings VP-HR Basic Items/Services/Registrations/Bookings Admin. Assist.
using the General Fund Vice President HR|District Buyer
SWC Bookstore - Purchased using General Funds VP-HR Bookdstore Admin. Assist. Betty Keys
Vice President HR|FT Approver 2
Capital Equi t Value O > S$5000 - Purch i . .
Gap' e | g”";men cllig e SR VP-HR Capital Equipment Over > $5000 Admin. Assist.
eneral Funds Vice President HR|District Buyer
Cell oh R @l Admin. Assist. Purchasing
el phone : ellphone Vice President Approver
:osp!ta:!ty ;xzenses - Purchases made with VP-HR Hospitality Admin. Assist. e
ospitality Budget Vice President HR|Finance Approver Approver
Reimbursements & Order Completes VP-HR Reimbursements & Order Completes Admin. Assist.
Vice President HR | District Buyer
Soft C ters & Peripheral ted . . .
bo Iwi'rte/t' omlp-:_J e;s : eripherals supporte VP-HR Software/Computers/Peripherals Admin. Assist. Paul Norris
y Institutional fechnology Vice President HR|IT Supervisor District Buyer
Telecom Equipment - Purchase using General Funds VP-HR Telecom Equipment Admin. Assist. Simon Magbuhat
Vice President HR|Maint. Telecom Tech [ District Buyer
Vice President Reimb t - For Vice Presdient' . . .
R|c.e l:)re5| en telmI ursement - For Vice Presdient's expense VP-HR Vice President Reimbursement Admin. Assist. Superintendent/
eimbursement only Vice President HR|President District Buyer
SWC Warehouse Stock Request VP-HR Warehouse Stock Request Admin. Assist.

Basic Items/Services - Purchases Restricted Funds

VP-HR Restricted Basic Items /Services/Registrations/B/Admin. Assist.

Vice President HR

Finance Approver

District Buyer

SWC Bookstore - Purchased using Restricted Funds

VP-HR Restricted Bookstore

Admin. Assist.

Vice President HR

Betty Keys
FT Approver 2

Finance Approver

Reimbursements & Order Completes - Using Restricted
Funds

VP-HR Restricted Reimbursements & Order
Completes

Admin. Assist.

Vice President HR

Finance Approver

District Buyer
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