


PURCHASE REQUISITION AND 
PURCHASE ORDER MANAGING, 
PROCESSING AND APPROVAL
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2.1A Purchase requisition and purchase order processing – Non-stock (NR, OR=>OP / OC, NC=>OS / OX, OF=>ON / O7=>O8=>O9)

Start

Requesting BU

Creates Purchase Requisition 
request in JDE system 

(PR status: 100) 
/ Creates O9 Type Purchase Order 
as per the verified invoice in JDE 

(PO status: 270)

JDE
Purchase Requisition

Purchase Order

BU Authorized Approver

Reviews and approves Purchase 
Requisition request/ O9 Type 
Purchase Order in JDE system 

according to BU approval matrix
(PR status: 160)
(O9 status: 400)

Purchase Requisition

Purchase Order

Approved?

JDE

PO type: O9?

No

Yes

Goods receipt and 
quality inspection/ 

confirmation of 
service completion

Yes

No

Procurement Staff

Process Purchase Requisition for 
Purchase Order approval

(PR status: 170)

Purchase Requisition

JDE

Procurement Manager

Reviews and approves Purchase 
Order in JDE system according to the 
Authorization Matrix under Chubb/

APi Delegate Authority in JDE
(PR status: 190)

Goods receipt and 
quality inspection/ 

confirmation of 
service completion

Purchase Requisition
JDE

Approved?

Procurement Staff

Converts Purchase Requisition to 
Purchase Order  upon approval of 
Procurement Manager and sends 

email or fax Purchase Order to 
vendor (PO status: 400)

Yes

No

Purchase Order

Communication email / 

fax

JDE

PTP02



GOODS RECEIPT AND QUALITY 
INSPECTION/CONFIRMATION OF 
SERVICE COMPLETION
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3. Goods receipt and quality inspection/ confirmation of service completion

Start

Warehouse Staff

Counts and checks goods 
received and signs off/ stamps 

Delivery Document 

Site Staff

Counts and checks goods 
received and signs off Delivery 

Document 

BU Admin

Confirms Delivery Document with 
Project Manager and stamps on 

Delivery Document

Procurement Staff

Checks Delivery Document and 
records Goods Receipt in JDE 

system

JDE

Warehouse Staff

Site Staff

Good receipt 
party?

Del ivery Document

Warehouse Staff

Records Goods Receipt in JDE 
system

JDE
Goods Receipt

Del ivery Document
Del ivery Document

Del ivery Document

Invoice 
validation

Materials or 
Services? 

Materials

Services

Purchase Requestor

Signs off Invoice as confirmation 
of service completion and 

submits signed invoice to Finance 
Team

Invoice
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4. Invoice validation

Start

AP Clerk

Performs 3-way matching 
between Purchase Order in JDE 
system against Goods Receipt/ 

Record and Invoice

Goods receipt and 
quality inspection/

confirmation of 
service 

completion

Purchase 
requisition and 
purchase order 

managing, 
processing and 

approval

Vendor master file 
maintenance

Invoice validation

Accruals and 
account payable 
processing and 

managing

Account payable 
reconciliation

Payment approval

PTP06

JDE
Invoice

Any discrepancies 
noted?

No

AP Clerk

Investigates and resolves 
discrepancies noted with 

vendors/ responsible Business 
Unit

YesOrder Type?

PO (Materials)

PO
(Services)

AP Clerk

Performs 2-way matching 
between Purchase Order in JDE 

system against Invoice with 
confirmation of service 

completion

Invoice

AP Clerk

Creates accounts payable entry in 
JDE system and prints out the 

Accounts Payable Voucher Report

Assistant Accounting Manager

Reviews the Accounts Payable 
Voucher Report against 

supporting documents, signs off 
report and posts journal entry in 

JDE system

PTP06

JDE
Communication Email

JDE

Accounts Payable 

Voucher Report
JDE

Accounts Payable 

Voucher Report

Non-PO 
(Materials and Services)

AP Clerk

Performs matching between 
Invoice/ Payment Request Form 

against non-PO order pre-approval 
record 

Invoice/ Payment 

Request Form

PTP06

Payment 
approval

Pre-approval record

Pre-defined non-PO 
expense exempted 
from pre-approval?

No

Yes



ACCRUALS AND ACCOUNT PAYABLE 
PROCESSING AND MANAGING
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5. Accruals and account payable processing and managing

Accountant

Checks invoices and creates 
additional job cost accrual entry 

in JDE system 

Start

Assistant Accounting Manager 
(AP)

Generates list of original PO with 
amount above HKD 500,000 and 

filters PO with open amount

JDEPO Listing Report

Accruals and 
estimates

Job costs are accrued 
automatically according to 

the in-built logic in JDE

JDE

JDE

BU Manager/ Assistant Manager

Reviews PO Listing Report and 
verify if any additional job cost 

accrual is required

Any additional 
accrual 

required? 

Assistant Accounting Manager 
(GL)

Reviews Journal Voucher against 
PO/ Invoice, signs off Journal 

Voucher and posts accrual entry 
in JDE system

No
BU Manager/ Assistant Manager

Sends confirmation that no 
additional accrual is required by 

email

BU Manager/ Assistant Manager

Sends list of additional accrual 
required by email and submits 
Invoice with confirmation of 

service completion

JDE

Assistant Accounting Manager 
(AP)

Sends the PO Listing Report to BU 
and Finance Director by email 

PO Listing Report

Finance Director

Reviews IPE of the PO Listing 
Report by email

Yes

PO Listing Report

PTP10

Communication Email

PO Listing Report

Communication Email

Communication Email

Invoice

Invoice

Journal  Voucher

Journal  Voucher





PURCHASE REQUISITION AND 
PURCHASE ORDER MANAGING, 
PROCESSING AND APPROVAL
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2.1A Purchase requisition and purchase order processing – Non-stock (NR, OR=>OP / OC, NC=>OS / OX, OF=>ON / O7=>O8=>O9)

Start

Requesting BU

Creates Purchase Requisition 
request in JDE system 

(PR status: 100) 
/ Creates O9 Type Purchase Order 
as per the verified invoice in JDE 

(PO status: 270)

JDE
Purchase Requisition

Purchase Order

BU Authorized Approver

Reviews and approves Purchase 
Requisition request/ O9 Type 
Purchase Order in JDE system 

according to BU approval matrix
(PR status: 160)
(O9 status: 400)

Purchase Requisition

Purchase Order

Approved?

JDE

PO type: O9?

No

Yes

Goods receipt and 
quality inspection/ 

confirmation of 
service completion

Yes

No

Procurement Staff

Process Purchase Requisition for 
Purchase Order approval

(PR status: 170)

Purchase Requisition

JDE

Procurement Manager

Reviews and approves Purchase 
Order in JDE system according to the 
Authorization Matrix under Chubb/

APi Delegate Authority in JDE
(PR status: 190)

Goods receipt and 
quality inspection/ 

confirmation of 
service completion

Purchase Requisition
JDE

Approved?

Procurement Staff

Converts Purchase Requisition to 
Purchase Order  upon approval of 
Procurement Manager and sends 

email or fax Purchase Order to 
vendor (PO status: 400)

Yes

No

Purchase Order

Communication email / 

fax

JDE

PTP02



GOODS RECEIPT AND QUALITY 
INSPECTION/CONFIRMATION OF 
SERVICE COMPLETION
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3. Goods receipt and quality inspection/ confirmation of service completion

Start

Warehouse Staff

Counts and checks goods 
received and signs off/ stamps 

Delivery Document 

Site Staff

Counts and checks goods 
received and signs off Delivery 

Document 

BU Admin

Confirms Delivery Document with 
Project Manager and stamps on 

Delivery Document

Procurement Staff

Checks Delivery Document and 
records Goods Receipt in JDE 

system

JDE

Warehouse Staff

Site Staff

Good receipt 
party?

Del ivery Document

Warehouse Staff

Records Goods Receipt in JDE 
system

JDE
Goods Receipt

Del ivery Document
Del ivery Document

Del ivery Document

Invoice 
validation

Materials or 
Services? 

Materials

Services

Accounts Payable Team

Matching invoice with PO lines

E-Invoice

System

Monthly
Combine the certified OS by sub-

contractor, then send for 
approval

Project Manager / Engineer

Review open committed OS, and 
input the certify value 

Approval ?

System

Email to Sub-Contractor and 
Admin Team

UBR?

Yes

No

Yes

No

Sub-contractor

Email the invoice to assigned 
email

Match with 
Payment 
Request?

Yes

No
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