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or RFS Creator

IT Services 
Supplier

State of Wisconsin “To Be” 
Order Requisition Process 

Start

State Employee 
completes On-

Line Order 
Requisition (RFS) 

via InSite Tool 

Automatically 
receives Order 

Requisition

L E G E N D

Notification     Manual Process

Approval     Optional

Automated Process     Escalation

State of Wisconsin
To Be Process Flowchart:  Inside the Tool  
Order Requisition Process
Version #7(Based on Advisory Council 
Meetings 7/20/06 & 7/25/06)
Last Revision Date: 08/23/06

State Agency 
Management

Comsys VMS 
Program 
Coordinator

Program Coordinator - Reviews for 
completion - Verifies Job Description 
and Qualifications are entered into 
the tool and that all attachments 

are unchecked under Public“ If not 
complete – reject and goes back to 

Agency.  If complete routes 
automatically to IT Services Supplier

State Agency 
Management 

Approval (Tailored 
to Agency) 

(approval levels 
may vary)

Go to Candidate 
Evaluation/Selection (Part 

1)

State Employee attaches completed 
documents to the Order Requisition 

(for estimation & notification)
1.  CBA
2.  Union Notification Letter 
3.  Justification Letter 
(These documents must be 
unchecked public to make private 
on the order requisition)
4. SBOP Notification

CBA and Union Notification 
will be sent manually via 

email – PDF file by the 
Comsys VMS Program 

Coordinator to appropriate 
union personnel

Prior 
Approval

Order Requisition
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State of Wisconsin “To Be” 
Candidate Evaluation/Selection 

Part I

Submits
Candidates

Reviews & 
Screens 

Candidates/
Evaluation/

Selection Process

Does Candidate 
meet 

requirements? 
Shortlists/Rejects 

Candidates

Halts Order 
Requisition at 5 + 
days.  (Can not 
halt job under 5 

days)

Notification to
Review Candidates

Notification that 
Order Requisition 
has been  halted 

Enters Dates and 
Times for 

Interview for 
each candidate

Accepts 
Interview Date 

and Time

Notification
Rejected/
Shortlisted

Candidates

From Order 
Requisition 1

Go to 
Candidate 
Evaluation/

Selection (Part 2)

Confirms 
Interview Date 

and Time

Notification of 
Final Interview 
Date and Time

State of Wisconsin
To Be Process Flowchart:  Inside the Tool  
Candidate Evaluation/Selection
Version #7(Based on Advisory Council 
Meetings 7/20/06 & 7/25/06)
Last Revision Date: 08/23/06

Contacts (phone 
or email) Comsys 

VMS Program 
Coordinator with 

candidates to 
interview and 

available times

Interviews 
Candidate, 
Selects for 

Hire. ( Select 
“Hire” 

button)

L E G E N D

Notification     Manual Process

Approval     Optional

Automated Process     Escalation

Must use the InSite 
tool for tracking all 

interview times, 
accepts, rejects etc 

for SLA’s

Each Agency may 
coordinate rejection/

short listed and 
interview processes 

differently

No Interviews or Hires can 
take place within the 1st 5 

day’s of the approved Order 
Requisition! – Hiring Manager 
will not have access to see 
résumé's until the Program 
Coordinator shortlists the 

candidate

Candidate Evaluation/Selection (Part 1)
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Coordinator

State of Wisconsin “To Be” 
Candidate Evaluation/

Selection (Work Order) Part 2

Offer Made to 
VMS - Creates 

Work Order in the 
InSite Tool

Offer Terms - Confirms Work 
Order. Verifies End Date, Bill 

Rate and Financial Data.  
Notifies IT Services Supplier that 
candidate has been selected 

for hire

L E G E N D

Notification     Manual Process

Approval     Optional

Automated Process     Escalation

Current Agency 
PO Approval 

Process (Internal 
Systems).  PO’s 
sent via email, 

paper, fax

State of Wisconsin
To Be Process Flowchart:  Inside the Tool  
Candidate Evaluation/Selection (Work Order)
Version #7(Based on Advisory Council 
Meetings 7/20/06 & 7/25/06)
Last Revision Date: 08/23/06

Hard/Soft Copy of PO 
received and kept on 

file.  Approve final work 
order process

Contracted Personnel 
Confirmation & PO 

Requisition to Agency 
Specific PO Process. 
(Outside Tool) Send 

Abstract and COB Analysis. 
Hiring Manager Accepts 

Work Order in Tool

IT Services 
Supplier

Offer Accepted 
(Work Order 
Accepted or 

Rejected)

ContractedPersonnel 
Orientation Process

From 
Candidate 
Evaluation 

Part 1

Contracted Personnel 
submits to Agency 

Specific checks - as 
needed.  If results are 

unclear, contact 
Agency HR for 

guidance

Agency Specific 
Checks – Pass/Fail Pass

Candidate Rejected.  
Go back to 

Candidate Evaluation 
Selection I

Failed

Contracted 
Personnel

Contracted 
Personnel receives 
email notification 
with user ID and 

password to 
register in InSite

If Bill Rate is 
negotiated, 

please update 
BR on Work Order

Purchasing-
Invoicing User Role 

will accept final 
work order and 
populate PO# 

Candidate Evaluation/Selection (Part 2)

All Yellow Notifications are from InSite@Fieldglass.com Page 3 of 10



QA & 
Integration

State Agency -
Hiring Manager

Comsys VMS 
Program 
Coordinator
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Orientation for 
Contracted 
Personnel

Contracted 
Personnel

Contracted Personnel 
reviews Agencies 

Workplace Policies, 
Code of Conduct, Abuse 
& Alcohol/Drug Policies 

On-Line – what is the 
URL?

Contracted Personnel 
signs  Form, State/

Agency Non-Disclosure 
& Confidentiality 

Agreement & 
Orientation 

Acknowledgement

Notification
of Contracted Personnel 

Activation.  Agency begins 
provisions for Contracted 

Personnel (email, computer, 
phone etc.)

 From Candidate 
Evaluation/Selection 

(Part 2)

Go to 
Timesheeet/

Expense 

State of Wisconsin
To Be Process Flowchart:  Inside the Tool  
Contingent Staff Orientation
Version #7(Based on Advisory Council 
Meetings 7/20/06 & 7/25/06)
Last Revision Date: 08/23/06

Confirm On Boarding 
Process is completed with  
Agency, Distributes signed 
documents to IT Services 

Suppliers & retains file 
copies. Update on-

boarding checklist in Tool

State of Wisconsin “To Be” 
Contracted Personnel 

Orientation

L E G E N D

Notification     Manual Process

Approval     Optional

Automated Process     Escalation

Program Coordinator 
coordinates 

orientation for 
Contracted 
Personnel

Reminder:  All I-9 and 
related Employment 

Documents remain the 
responsibility of the IT 

Services Supplier.  Part of 
Supplier Agreement

IT Services Supplier 
Trains Contracted 

Personnel in – InSite 
 Entering time for 

Timesheet Approval

Contracted Personnel Orientation
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Supplier

State of Wisconsin “To Be” 
Time Reporting

Start

Enters Time and 
Expense in InSite on 

a Weekly Basis.  
Submits to Hiring 

Manager

Notification of 
Approved/

Rejected Time 
Sheet

Notification of
Rejected Time 

Sheet with 
comment from 

supervisor

Notification of
Approved Time 

Sheet

Approves Time 
Sheet

No

Comsys VMS 
Program 
Coordinator

Go to 
Invoices

Yes

Timesheet 
Approved?

Yes

State of Wisconsin
To Be Process Flowchart:  Inside the Tool  
Time Reporting
Version #7(Based on Advisory Council 
Meetings 7/20/06 & 7/25/06)
Last Revision Date: 08/23/06

L E G E N D

Notification     Manual Process

Approval     Optional

Automated Process     Escalation

Validates that all 
time has been 
submitted  into 

InSite via Reports

Notification of missing time 
entry via InSite System 
Broadcast Message.  

Supplier Notifies Contracted 
Personnel regarding missing 

time entry

Notification of 
Approved/

Rejected Time 
Sheet

If Order Requisition Owner is 
different from the Time 

Sheet Approver – please 
notify the Comsys Program 
Coordinator to change the 

timesheet approver

Each Agency may have 
own internal time recording 
tool.  Workaround may be 

to have contract 
Contingent Staff enter 
detail project hours in 

internal tool and summary 
of hours in InSite

Contracted Personnel may 
be required to enter hours 

worked into two time 
keeping systems

Time Sheet
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State of Wisconsin “To Be” 
Expense Reporting

Start Fill out Expense 
Sheet in InSite

Reviews
Expense Sheet for 
completeness of 

receipts and data

Notification of 
Approved/
Rejected 

Expense Sheet

Notification of
Rejected 

Expense Sheet

Notification of
Approved 

Expense Sheet

No Go to 
Invoices

Expense Sheet 
Approved?

Yes

State of Wisconsin
To Be Process Flowchart:  Inside the Tool  
Expense Reporting
Version #7(Based on Advisory Council 
Meetings 7/20/06 & 7/25/06)
Last Revision Date: 08/23/06

Approves
Expense Sheet

L E G E N D

Notification     Manual Process

Approval     Optional

Automated Process     Escalation

Yes

Prints Expense 
Sheet and 

Attaches Receipts 

Expense Sheet
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Supplier

State of Wisconsin “To Be” 
Order Requisition (Work Order) Revision

Notification of End of 
Assignment 30 (or 

predetermined # of 
days) Days Prior to End 

Date and/or 80% of 
committed spend 

reached

Accepts Work 
Order Revision

Close worker

Notification of 
Confirmed 
Work Order 

Revision

Start

Yes

Approves Work 
Order Revision

Creates Work 
Order Revision

Closes 
Contracted 
Personnel

During Last Week 
of Assignment

State of Wisconsin
To Be Process Flowchart:  Inside the Tool  
Order Requisition (Work Order) Revision
Version #7(Based on Advisory Council 
Meetings 7/20/06 & 7/25/06)
Last Revision Date: 08/23/06

Notification of 
Closed 

Contracted 
Personnel

No

Notification of Closed 
Contracted Personnel –
Exit Advisory Form Sent 
to IS Business Services, 
HR & Security for Off-
Boarding.  Close PO if 

necessary

Equipment 
Collected

Notification of 
Approved 
Work Order 

Revision

State Agency 
Management

Approval of 
Work Order 
Revision by 
Director/

Supervisor

Modify PO for 
additional funding 
or create new PO

Notification of End of 
Assignment 30 (or 

predetermined # of 
days) Days Prior to 

End Date and/or 80% 
of committed spend 

reached

Extend 
Assignment

No

Yes

L E G E N D

Notification     Manual Process

Approval     Optional

Automated Process     Escalation

WOR
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State of Wisconsin “To Be” 
Closing a Contracted Personnel Prior to Order End Date

Notification 
received that 
assignment is 

ending

L E G E N D

Notification     Change in Process

Approval     Optional

Automated Process     Escalation

Close Contracted 
Personnel – select 

the correct 
reason code, end 

date

State of Wisconsin
To Be Process Flowchart:  Inside the Tool  
Order Requisition (Work Order) Revision
Version #7(Based on Advisory Council 
Meetings 7/20/06 & 7/25/06)
Last Revision Date: 08/23/06

Notification of 
Closed 

Contracted 
Personnel

Notification of 
Contracted Personnel –
Exit Advisory Form Sent 
to IS Business Services, 
HR & Security for Off-
Boarding.  Close PO if 

necessary

Equipment 
Collected

State Agency 
Management

Notification that 
Contracted 
Personnel’s 

assignment is 
ending prior to 

assignment end 
date

Start

Replacement of 
Contracted 
Personnel –

Replacement Order 
Requisition sent to 
current supplier, 1st

option to replace

Candidate 
Evaluation/Selection 

Process I

Replacement 
Needed Yes

No

Replacement Order does  
not need to go through the 

approval process.  
Redistribute order 

requisition to other suppliers 
after x days from original 

supplier receipt of 
replacement order

Closing Contracted Personnel
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Invoicing
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State Agency

Comsys VMS 
Program 
Coordinator

END

From Time 
& Exp

State of Wisconsin
To Be Process Flowchart:  Inside the Tool  
Invoicing
Version #7(Based on Advisory Council 
Meetings 7/20/06 & 7/25/06)
Last Revision Date: 08/23/06

Exports TS & ES 
From InSite® 
into data file 

based on 
approved time

Line Item 
Detail for 
Invoice 
Detail

Invoice details 
sent to Agency 

Agency designate 
(approval chaining) 
location review and 
approves invoices 

as appropriate

L E G E N D

Notification     Manual Process

Approval     Optional

Automated Process     Escalation

Invoice 
routed for 
additional 

approvals if 
required

Invoices 
routed to 
Accounts 

Payable for 
approval

AP uploads/
enters data into 

Back Office 
Payment System 

& cues for 
Payment

Payment made 
to Comsys for IT 
Services Supplier 

Payment 
Processing

Invoicing specifics to be 
determined at each 

Agency level.  Invoice 
Approval Group for 

approval/routing can be 
set up separately by 

Agency

Invoices
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Credit/Debit Memo
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State Agency

Comsys VMS 
Program 
Coordinator

IT Services 
Supplier From 

Invoices

See 
Invoices

State of Wisconsin
To Be Process Flowchart:  Inside the Tool  
Credit/Debit Memo
Version #7(Based on Advisory Council 
Meetings 7/20/06 & 7/25/06)
Last Revision Date: 08/23/06

Creates 
Credit/Debit 

Memo

Credit/Debit 
Memo 

Approved?

Approves 
Credit/Debit 

Memo

Yes

No

Notification of 
Rejected 

Credit/Debit 
Memo

Yes

Approves 
Credit/Debit 

Memo

Credit/Debit 
Memo 

Approved?

L E G E N D

Notification     Manual Process

Approval     Optional

Automated Process     Escalation

Notification of 
Rejected 

Credit/Debit 
Memo

No

No

Credit Debit Memos
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