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Vendor Requisitions

(Direct Pay)

These requisitions automatically generate 
a payment, bypassing the Approved status 
and the need to enter payments.  

Once the payment is approved, the status 
changes to Check Pending. It changes to 
Complete when the check is printed.
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Escape Online Requisition Life Cycle

Status Legend

OPEN: Any one can edit 
the requisition.

SUBMITTED: Requisition 
submitted for approval. 
Can no longer edit.

APPROVED: All approv-
als have been attained.

PRINTED: PO was 
printed.  Line items may 
be received or payment 
recorded. 

READY FOR PAYMENT: 
The requisition has been 
approved, PO has been 
printed, and/or some 
line items received. 

CHECK PENDING: Pay-
ment approved; waiting 
for check to be printed. 

COMPLETE: All actions  
required (including 
printing PO, receiving, 
printing checks) have 
been completed. 

Role Legend

Admin users (and 
higher) can edit.

Department owner 
members (and higher) 
can affect requisition.

Individual users given 
permission and Fiscal 
users (and higher) can 
affect requisition.

Stores Requisitions

Once approved, the department member 
can issue some or all of the order.  If the 
member issues only part of the order, the 
requisition remains in the Approved status 
until the entire order has been issued.  Then 
the status will change to Complete.

Approve
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More to Receive?  
(stays in Ready for Payment status)

Approve

Payments

Vendor Requisitions

(Blanket & PO w/o Receiving)

These requisitions may require approvals 
and/or a purchase order to be printed. 

They can also remain in the Ready for  
Payment status, for paying installments.  

Once the final payment for the requisition 
has been paid, the status automatically 
changes to Complete.
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Print
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Department Requisitions

These requisitions are very similar in that 
once the department member has per-
formed the required action, the member 
can change the status from Approved to 
Complete.
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Vendor Requisitions

(PO with Receiving)

These requisitions are the most complex. 
They may require a purchase order to be 
printed and/or receiving to be performed. 

They can also remain in the Ready for  
Payment status, for paying installments or 
for only those items received.  

Once the final payment for the requisition 
has been paid, the status automatically 
changes to Complete.
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