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User requests 
supplier addition via 
their requisition on 

PECOS

PPS Operational 
Buyers generate a 
helpdesk enquiry 
for the addition

The supplier is 
contacted to get the 

relevant form 
completed

Once completed, the 
form is sent by the 

Supplier to the Buyer. 
The form will then be 
sent onwards to the 

requestor

Finance/ELFS add 
the supplier into 

eFin and generate a 
supplier key

Finance/ELFS 
reassign the enquiry 
to the PPS Systems 

Team, with the 
supplier key 

included

PPS Systems Team 
add the supplier 

into PECOS

Systems team 
assign the enquiry 

back to the 
Operational Buyers

Operational Buyers 
updated the 

requisitions with 
the added supplier 

and progress

The requisitioner or 
originator of the request 

will review the New 
Supplier Form and sign the 
counter fraud statement. 

Then send back to the 
Buyer

The completed form 
is attached to the 
enquiry and the 

enquiry is assigned 
to RFL Finance or 
emailed to ELFS
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