
Identifying an RFx or Purchase Order as  
Exempt from the Office of State Purchasing 

RFx Process 

1. Create or Open RFx. 

2. Go to the RFx Information Tab, User-Specified Status Tab. 

3. Click the down arrow in the OSP Approval Status field. 

 

 

4. Select ‘Exempt’ to bypass the Office of State Purchasing’s approval process.  Upon selecting ‘Exempt’ the current 
date will populate in the Date field. 

 

 

5. Click ‘Save’.  This RFx is now exempt from the Office of State Purchasing’s approval process. 



 

Purchase Order Process 

1. Create or Open Purchase Order. 

2. Go to the Header Tab, User-Specified Status Tab. 

 

 

3. Click the down arrow in the OSP Approval Status field. 

 

 

4. Select ‘Exempt’ to bypass the Office of State Purchasing’s approval process.  Upon selecting ‘Exempt’ the current 
date will populate in the Date field. 



 

 

 

5. Click ‘Save’.  This Purchase Order is now exempt from the Office of State Purchasing’s approval process. 

 


