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Title: Cancelling a Requisition

To cancel a requisition:

1. Enter EUID and Password.
2. Click Sign In.

UNIVERSITY ©F NORTH TEXAS SYSTEM™

S Enterprise Information System

System Login
EUID (required)

Password (requir=d)

Trouble logging in?
Activate my account
What's my EUID?

Reset my password

Scheduled Maintenance
Service may be interrupted
during these regular
maintenance times:

s Tuesday 7:00 - 9:30 pm

+ Thursday 7:00 - 9:30 pm
+ Saturday 7:00 pm to noon

Sunday

The Enterprise Information System is the primary administrative
information resource for the University of North Texas System.

This system is the property of the University of North Texas System and your use of this
resource constitutes an agreement to abide by relevant federal and state laws and
institutional policies. Unauthorized use of this system is prohibited. Violations can result
in penalties and criminal prosecution. Usage may be subject to security testing and
monitoring. Users have no expectation of privacy except as otherwise provided by
applicable privacy laws.

Web Browsers & Settings

Enterprise Information System (EIS) currently supports the following Web browsers and
versions:

« Google Chrome 24

s Firefox 17

s Internet Explorer 11, 10, 9, and 8

« Safari 6

Note: Internet Explorer's Compatibility Mode is unsupported in EIS. Turn off this feature in
Internet Explorer under Tools > Compatibility Mode Settings.

To use the Enterprise Information System, set your Web browser to allow JavaScript, accept
cookies, and turn off popup blocking.

Some documents inside EIS are in PDF format and require the free Adobe Reader software to
open.
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3. Click Main Menu.

Favorites - ‘ Main Menu ~

Mromaaion  mmt0110 on FSTSTU (easapp12) - 01/28/2016 08:04:48

Top Menu Features Description

Our menu has changed!

The menu is now located across the top of the page. Click on Main Menu to get started.

Highlights

Recently Used pages now appear under the
Favorites menu, lecated at the top left.

Breadcrumbs visually display your navigation
path and give you access to the contents of
subfolders

Menu Search, located under the Main Menu, now
supports type ahead which makes finding pages
much faster.

~ | Search

» | Advanced Search

Manage Requisitions.

4. Navigate to Manage Requisitions by clicking Employee Self-Service>Procurement>

Favorites | Main Menu vl

Search Menu:

E{ By

)] 01/20/2016 08:39:20

-
—

All

~ | Search

M m

Procurement

Employes Project Cent

Travel and Expense Ce

[H  Requisiton

[ElcMmanage Requisitions

5  Recewing

3 CEmployee Seli-Service
Top Menu Feat £3  Manager Sel-Service
& Purchasing
) 8 eProcurement
Themenuisnol 0 gorvices Procurement
Highlights £  commitment Control
Recently Useq —1 Real Time Sottom Line
Favontes meny 3 set Up Financials/Supply Chain
= Enterprise Components
03 worklist
{3 Reporting Tools
Breadcrumbs| (1 PecpleToals
gﬂg};&‘g{g“e El change My Password
El' my Personalizations
El My System Profile
E My Dictionary
Menu Search, Bl myFeeds

r

»

»

much faster

supports type aMEETWNCIF TSRS T Pages

in Menu to get started

-y

# | Advanced Search
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Verify that the information in the Business Unit and Requester fields is correct.
Enter the appropriate search date range into the Date From and Date To fields.

Note: Leave the Date From and/or Date To fields blank to expand your search.

Click Search.

Favorites ‘ Main Menu ~ b

Manage Requisitions

Search Requisitions

Search Clear

Requisitions (7

Create New Requisition

Employee Seli-Service = >

Procurement ~ > Manage Requisitions

THEORMATION mmt0110 on FSTSTU (easapp12) - 01/28/2016 10:27:42

To locate requisitions, edit the criteria below and click the Search button.

Business Unit |SY763 Q. Requisition Name

Requisition ID Q Request State\AII but Complete
Date From |01/21/2016 [5] Date To 01/23/2016 [
Requester |[E82200 Q Entered By Q

Show Advanced Search

To view the lifespan and line items for a reguisition, click the Expand triangle icon
To edit or perform another action on a requisition, make a selection from the Action dropdown list and click Go.

Review Change Request

RegID Requisition Name BU Date Reguest State Budget
0000000137 Server for Lab 222 8YTE9 017272016 Pending Valid
0000000134  server for professor plum SY769 01/25/2016 Pending Valid
0000000133  Computer for Dr. Davis 5Y769  01/22/2016 Pending Valid
0000000132  Server for lab 399 8YT768  01/212016 Pending Valid

Review Change Tracking

All_~ | Search » | Advanced Search
Q
v Budget Status | v
POID a
Total
14,000.00 USD |[Select Action] v| o
8,000.00 USD |[Select Action] vl co
8,000.00 USD [[Select Action] V[ Go
14,000.00 USD |[Select Action] V][ Go

Manage Receipts Requisition Report

8.

Review the list of requisitions to locate the appropriate record.

9. Select Cancel from the requisition’s associated drop-down menu.

10. Click Go.

Favorites « ‘ Main Menu - > Employee Self-Service~ > Procurement- > Manage Requisitions

wrormaTion  mmt0110 on FSTSTU (easapp12) - 01/28/2016 10:10:23

Manage Requisitions
Search Requisitions

Business Unit SY769
Requisition ID
Date From 01/21/2016

Requester E92200
Search Clear

Requisitions (7

LELL

To locate requisitions, edit the criteria below and click the Search button.

Requisition Name

Request State | All but Complete

Date To 01/28/2016
Entered By

Show Advanced Search

To view the lifespan and line items for a requisition, click the Expand triangle icon.

To edit or perform another action on a requisition, make a selection from the Action dropdown list and click Go.

Reg ID Requisition Name BU Date Request State Budget
0000000137  Server for Lab 222 SY769 01/27/2016 Pending Valid
0000000134  server for professor plum 8Y769 01/25/2016 Pending Valid
0000000133  Computer for Dr. Davis 8Y769 01/22/2016 Pending Valid
0000000132  Server for lab 999 8Y769 01/21/2016 Pending Valid
Create New Requisition Review Change Request Review Change Tracking

All__~ | Search # | Advanced Search
Q
hd Budget Status Vl
PO ID a
Total
14,000.00 USD |[Select Action] v o
8,000.00 USD |[Select Action] v o
Approvals
2,000.00 USD JEEIEE] 5o
Copy
1200000 UsD [E4t co

View Cycle
View Print

[Select Action]

Manage Receipts
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11. Click Cancel Requisition.

Favorites « ‘ MainMenu ~ > Employee Self-Service ~ > Procurement -
nFormation  mmt0110 on FSTSTU (easapp12) - 01/28/2016 08:06:26 Al ~ | Search > | Advanced Search
Requisition Details for: Thomas,Meesha Meoria
Business Unit SY769 Date 01/22/2016
Requisition ID 0000000133 Status Pending
Requisition Name Computer for Dr. Davis Total 2.000.00 USD
Line Details
Line Item Description Status Price Qty Total
< Pending
1 #7556583 Opitpelx Dell Server Approval 8,000.00000 Each 1.0000 8000.00
| Cancel Requ |

Return fo Manage Requisitions

Note: The system displays the Request State as “Canceled.”

Favorites ~ | MainMenu » > Employee SelfService v > + > Manage
iNFormaTion  mmt0110 on FSTSTU (easapp12) - 01/28/2016 08:06:26 Al ~ | search % | Advanced Search

Manage Requisitions

earch Requisitions

To locate requisitions, edit the criteria below and click the Search button.

Business Unit Y769 Q, Requisition Name
Requisition 1D Q Request State | All but Complete v Budget Status
Date From 0172112016 5 Date To[D1/2322016 Bl
Requester [E92200 Q Entered By Q POID Q
Search Clear Show Advanced Search

Requisitions (7

To view the lifespan and line items for a requisition, click the Expand triangle icon
To edit or perform another action on a requisition, make a selection from the Action dropdown list and click Go.

ReqID Requisition Name BU Date Request State Budget Total

0000000137 Server for Lab 222 SY769  01/27/2016 Pending Valid 14,000.00 USD |[Select Action] hd Go

0000000134 server for professor plum SY768  01/25/2016 Pending Valid 3,000.00 USD |[Select Action] v Go

0000000132 Computer for Dr. Davis SY769  01/22/2016 Canceled Not Chk'd 0.00 UsD [[Select Action] v| ©o

0000000132 Server for lab 989 SY763  01/21/2016 Pending Valid 14,000.00 USD |[Select Action] v Go
Create New Requisition Review Change Request Review Change Tracking Manage Receipts Requisition Report
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