
Campus 
Unit/

Department

Procurement 
Office

 

Identifies a need 
for 

goods/services

Reviews request for 
purchase order

PROCESSING PAYMENT REQUESTS: Invoices with 2-Way Match Purchase Orders

Gets quotes/estimates 
from potential 

vendors/suppliers

Sends approved 
purchase order to 

vendor/supplier

Start

Vendor/
Supplier Receives approved 

purchase order

Accounts 
Payable

State of 
Maryland - 

General 
Accounting 
Department

No

Yes

Completes service / 
provides goods/products 

to campus 
unit/department

Sends approved purchase 
order to vendor/supplier 

with instructions on where 
and when submit invoices

Reviews invoice for 
completeness

Submits to Accounts 
Payable invoice w/ the 
approved PO number

Compares invoice 
details with approved 
purchase order details

Do the details 
match? 

Approves and creates 
payment request in 

KFS 

Declines payment request 
and sends email to 

vendor/supplier or campus 
unit to address the issue 

Generates nightly 
batches of all approved 

payment requests 

Receives all approved 
and audited batches of 

payment requests

Reviews approved 
payment requests for 

completeness
Complete? 

Yes
Remits payment to 

vendor/supplier End

No
Payment is rejected

Is payment 
requisition >= 

$25k?

Yes

No
Generates automatic 
purchase order (APO)

Submits request to 
Procurement Office

Systems 
Control

Audits all approved 
payment requests and 

submits to Systems 
Control to submit 

electronic file the state

Submits electronic file 
of all approved and 

audited batches to the 
state

Sends AP a transmittal 
of all batches that were 
successfully submitted 

to the state

Receives transmittal of 
all successful batches 
from Systems Control

Submits PDFs of all 
batches with 

corresponding 
transmittal to the state

Makes a determination on 
what type of procurement 
activity it is (sole source, 
RFP, request for quotes, 

etc.)

Carries out 
procurement activity 


