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Purchase to Pay (P2P)

We are aiming to make it much easier to purchase goods, approve orders and process

invoices at the University. The new P2P process will be fully electronic, and the e-

marketplace will feel as straight forward as online shopping. Find out how the new

process will work for purchases under £25,000 below.

How to make a purchase in 6 simple steps

The current implementation plan aims to complete the introduction of the new

electronic P2P process across the University by spring 2021.

Timeline

A phased pilot of the new process will begin August 2020 to check that it works effectively

and to measure its impact.

Log on to 

Agresso Web 

Ordering goods 

Purchase order

Once approved the

requisition will

automatically be

converted into a PO in

Agresso, and emailed to

the requisitoner to send

to the supplier

Open the procurement

module and create a 

new requisition form

Enter the

order details into

the open form

If using the e-

marketplace, your

form will be pre-

populated with

the order details

Invoice 

checked

against

order 

Invoice checked against the

value of the purchase order

Payment

made!

If the invoice is 10% or £200 more than the

original PO, the budget holder and school

finance team will need to approve it

Find out more: liverpool.ac.uk/intranet/finance/finance-functional-review/purchase-to-pay

You can access the new e-marketplace

directly from the requisition form. Here

you can find and select 'catalogue' type

items from over 30 approved suppliers

Depending on its value, the order 

will go to the relevant budget holder

for approval.

The process is similar, although a requisition form must be submitted with quotes attached, for

approval by Procurement and senior colleagues within your School or Department.

Spending over £25,000?


