SOP #:4.2.3.1 Area: Purchasing
Title: Purchases $5,000.00 and Under Effective Date: 03-01-2016
Version #: 1.0 Revision Date: 03-01-2016
Approval Date: 02-25-2016 Review Date: N/A

Title: Purchases $5,000.00 and under

Purchase transactions from $0 to $5,000.00 require one verbal bid or quote. Orders should be
awarded to the vendor that provides the best value to the institution. Departments are encouraged
to seek a quote or bid from a Historically Underutilized Business (HUB) vendor. For assistance
finding a HUB vendor, click here or email HUB@untsystem.edu.

Setting up the Requisition
The requisition must be set up before it can be created, reviewed and submitted. Follow the steps
below to set up the requisition.

1. Request bid or quote from vendor.
Note: Price quotes may be taken by phone, by fax, or by email. Prices may also be obtained
via a vendor’s website. Ensure vendors send invoices to Invoices@UNTSystem.edu. Ensure a
reasonable amount of time is given to vendors to respond to a request for bid or quote.

2. Enter EUID and Password.

3. Click Sign In.

UNIVERSITY ©F NORTH TEXAS SYSTEM"

-EIS Enterprise Information System

System Login
EUID (required)
The Enterprise Information System is the primary administrative

Password {reuirad) 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

Trouble logging in? monitoring. Users have no expectation of privacy except as otherwise provided by
Activate my account applicable privacy laws.

What's my EUID?

Reset my password Web Browsers & Settings
Scheduled Maintenance Ente.rprwse Information System (EIS) currently supports the following Web browsers and
- . Versions:
Service may be interrupted
. + Google Chrome 24
during these regular .
maintenance timas: » Firefox 17
. + Internet Explorer 11, 10, 9, and 8
+ Tuesday 7:00 - 9:30 pm o Safari 6
s Thursday 7:00 - 9:30 pm
» Saturday 7:00 pm to noon Note: Internet Explorer's Compatibility Mode is unsupported in EIS. Turn off this feature in
Sunday 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.

State of Texas » Statewide Search # Texas Homeland Security * Fraud Reporting # Public Information Act « Online Institutional Resumes
University of North Texas » UNT Health Science Center o University of North Texas Dallas » UNT Dallas College of Law
©2014 University of North Texas System + Site changes to System Portal Administration * Last modified August 12, 2014
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4. Click Main Menu.

Favorites ~ |

Main Meny, ~

All = | Search # | Advanced Search

Top Menu Features Description S o

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, located at the top left.

Breadcrumbs visually display your navigation

path and give you access to the contents of o N e e

subfolders. T
== s

Menu Search, located under the Main Menu, now m

supports type ahead which makes finding pages T

much faster. s

5. Navigate to Requisition by clicking on Employee Self-Service>Procurement>Requisition.

Favorites | Main Menu ﬁ
Search Menu:
) 02/06/2016 12:54:09 All  ~ | Search 2 | Advanced Search
%
Ea 2 Crocurement) El @
Top Menu Feat| (3 Manager Self-Service Bl employee Project Cent Bl Manage Requisitons
& Purchasing B Travel and Expense Ce| E  Receiving
8 eProcurement 3
The menuis nol ¢ geryices Procurement » [in Menu to get started
Highlights 3 commitment Control 3
Recently Useq 1 Real Time Bottom Line 3
Favorites meny 3 get g Financials/Supply Chain 3
1 Enterprise Components 3
0 workiist 3
4 Reporting Tools »
Breadcrumbs| 1 PeopleToals 3 s
gﬂg}o?ggmg.ive D Change My Password e ‘;‘_;_" ":_:7“
D My Personalizations B
D My System Profile
El my Dictionary
Menu Search, E] My Feeds
supports type aNEat- WG IaRES IOy pages
much faster.
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6. Verify that the information in the Business Unit and Requester fields is correct.

Favorites = | Main Menu ~ » Employee Self-Service ~ > Procurement~ > Requisition

.E“ RESTuATGN mmt0110 on FSTSTU (easapp12) - 02/06/2016 13:04:35 Al ~ | Search » | Advanced Search
Requisition Settings

Business Unit  SY769 Q Univ. of North Texas System

Requisition Name
“Requester |E92200 QR Business Services-Gen Priority
*Currency uspb
Custom Fields
Default Options (7

) Default If you select this option, the defaults specified below will be applied to requisition lines when there are no predefined values for these
fields.

® Override

If you select this option, the defaults specified below will override any predefined values for these fields,only non-blank values are assigned
Line Defaults (7

Supplier Q Category Q
Supplier Location Q Unit of Measure Q
Buyer aQ
Shipping Defaults
Ship To |BSCA 400 Q. Add One Time Address
Due Date Attention
Distribution Defaults
SpeedChart Q
Accounting Defaults Personalize | Find | @I E First ‘4 10f1 & Last
Chartfields1 Details Asset Information
Dist Percent Location GL Unit Account Alt Acct  Dept E:;‘d Fund Function PC Bus Unit Proj
1 BSCP 400  |Q [S¥768 |Q Q, Q, (822000 |Q, Q Q Q Q
< >

7. Enter Requisition Name.

Note: Give the requisition a meaningful name, as it will be visible when using Manage Requisitions.

Requisition Settings

Business Unit SY769 | Q Univ. of North Texas System Requisition Name (COmPuter for Professor Davis
*Requester (026201

@ UNT Controller Priority
*Currency |USD

Click magnifying glass next to Supplier field.

Line Defaults (?

Supplier @

Category aQ
Supplier Location

aQ, Unit of Measure aQ,
Buyer Q

__________________________________________________________________________________________________________________________________________________|
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9. Enter vendor name into Name field.
10. Click Find.

Favorites | Main Menu - » Employee Self-Service » > Procurement« > Requisition

.E“ inrommation  mmt0110 on FSTSTU (easapp12) - 02/06/2016 13:04:35 Al + | Search

Supplier Search

Supplier ID Find
Name Reset
Short Supplier Name
Alternate Supp Name
City
Country Q State
Postal Code

Mote: The defaults specified below will be applied fo requisition lines when there are no predefined
values for these fields.

OK Cancel

11. Select the appropriate Supplier ID from Search Results—confirming it lists the correct address.
Note: If the appropriate Supplier Name does not appear in the Search Results, click Cancel.
The Supplier and/or applicable address will be added later using the Suggest New Supplier
feature located on the Create Requisition screen.

Favorites = | Main Menu ~ » Employee Self-Service» > Procurement-= >  Requisition

.E“ inrommaTion  mmt0110 on FSTSTU (easapp12) - 02/06/2016 13:04:35 Al | Search

Supplier Search

Supplier ID

Name Summus Reset
Short Supplier Name

Alternate Supp Name

City
country Qs
Postal Code
Search Results Personalize | Find | View All | £ | B First ‘4" 10f1 ‘b Last
_ - Default Default Location N
Supplier ID Supplier Name Location Description Address City State
10000006227  Summus Industries Inc 003 Remit CDF gj”&:'}g?“ Center gygartand T B

QK Cancel
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Note: Requisition Settings screen opens. The Supplier ID and Default Location will
automatically be populated into the requisition in the Supplier and Supplier Location fields.

Favorites ‘ Main Menu -

> Employee Sel-Service v > Procurement » > Requisition

.E|S INrommaoN mmt0110 on FSTSTU (easapp12) - 02/25/2016 12:08:57 Al Search » | Advanced Search
Requisition Settings
Business Unit SY768 |

Univ. of North Texas System Requisition Name Computer for Professor Davis

“Requester |£92200 Q Business Services-Gen Priority

*Currency uso

Custom Fields
Default Options (7

O Default If you select this option, the defauits specified below will be applied to requisition lines when there are no predefined values for these
- fields.

(® Override If you select this option, the defaults specified below will override any predefined values for these fields,only non-blank values are assigned.
Line Defaults (%

Supplier 0000006227 Q,

Category o
Supplier Location 003 Q. Unit of Measure Q,
Buyer Q
Shipping Defaults
Ship To |BSCA 400 (e} Add One Time Address
Due Date [+ Attention

Distribution Defaults
SpeedChart (s}

Accounting Defaults
Chartfields1 Details

Personalize | Find | 2] [ First ‘4’ 1or1 & Last
Asset Information

Dist Percent Location GL Unit Account AltAcct  Dept E:Td Fund Function PC Bus Unit Proj
1 BSCP 400 | [8Y769 |@ Q Q 022000 |Q Q Q Q Q

>

0K Cancel

12. Click on the magnifying glass next to Fund Cat.
Note: Account and Alt Acct should remain blank. These fields will be completed later.

Accounting Defaults Personalize | Find | 2] = First ‘4 1of1 ‘& Last
Chartfields1 | Details || Assetinformation
Dist Percent Location GL Unit Account Alt Acct  Dept E:?d Fund Function PC Bus Unit Proj
1 ADMIN_160  |Q [NT752  |Q Q Q, [150000 [ @ [ § Q, Q
< >

__________________________________________________________________________________________________________________________________________________|
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13. Select the appropriate Fund Cat from the Look Up Fund Cat dropdown.

Look Up Fund Cat

SetlD

SHARE
Fund Category | begins with v

Description [ begins with v || |

| [ Lok Up | [ Clear | [[Cancel | Basic Lookup

Search Results

First @ 1osoros @ Last
 Educational & General
Awilary
Designaled Opsrating-Managed
Designated Operating-General
‘Quasi Endowment Spendable
Unrestricted Loans
Quasi Endow Corpus and Appfet
o P )
Restr True Endowment Spendable
Restr Quasi Endowment Spendabl
Loans and Contracts
Rest Quasi Endow Corpus/Apprec
'Restr True Endowment Apprec
‘Restr Expendable Cap Cnirbtn
‘Sponsored Projects-Restr
'Restr True Endowment Corpus
Restr Non-Expend PR Life Inc
Net Investment in Plant
‘Retirement of Indebtedness
‘Agency Funds
‘Suspense Fund 34 [CONV ONLY]
Suspense NTfund 93 [CONV ONLY]

‘Suspense Unmapped [CONV ONLY]
Suspense for Plant [CONV ONLY]
‘Suspense Inactive [CONV ONLY]
‘Suspense [CONV ONLY]

14. Click on the magnifying glass next to Fund.

Accounting Defaults Personalize | Find | 0| B First @ 1011 ¥ Last
Chartfields1 || Details | Asset Information | [
Dist ‘Percent Location :GL Unit Account Alt Acct  Dept E‘;‘“ Fund Function PC Bus Unit ‘Proj

1] | [FOMIN 160 | [NT752_ Q| & [ [0 e [ Q| [
< >

__________________________________________________________________________________________________________________________________________________|
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15. Select the appropriate Fund from the Look Up Fund dropdown.

Look Up Fund

SetlD
Fund|begins with v ||
Description | begins with v |

| Lokt | Gear | [ Cancel | Bss Looke

Search Results
Only the first 300 n_P.f,ulls can be drspi_ayfm, .
View100 Fist 4 taocraos @ Last
Fund i
100003 DepOp/QENd-Majorie Wilson Oran
100005 DepOpP/QENd-Weich Found
100006 DepOp/QEnd-Col OF Engg
100007 DepOp/QENG-Getty Musical Art
1m DepOplQEnn—L Murchison Tutor
100009 DepOp/AENd-Prsdnt's Cmrsten
100013 DepOp/QENd-Chas H Fleming Trst
100015 DepOp/QENd-Everett Foundation
100017 DepOp/QENd-Trip-Onstead Inst
100019 DepOp/QENd-Trip-Sws Supt Cert
100020 DepOp/QENd-Trip-Bland Profess
100021 DepOp/QENd-Rbt Fn Rsv Ser 1999
100022 DepOpIQENd-Rbt Fn Rsy Ser 199
100023 DepOp/QENd-Rev Fin Sys Ser 05
100024 DepOp/QEnd-Employee Ben Frg
DepOp/QEnd-Unt Hith Self ins
100026 DepOp/End-Joumalism Pr Endow
100027 DepOp/QENd- Lone Star Chair
100028 DepOp/GENd-UNT Quasi Endow
130001 ScholQEnd-Ti Ssship
130002 Schol/OEnd-Decker
130003 Schol/QEnc-Eagle Escapades
130004 SchollQEnd-Boeing Elec Tech
130005 Schol/Q@End-H. W. Wilson
130006 Schol/QEnd-Or James Tad Lott
130007 Schol/QEnd-Pres Council
130008 Schol/QEnd-L Murchison Ugrad
130009 Schol/QEnd-L Murchison Cmint
AFND SehoiCEnd L Mol bshn Dangs
130011 SchollQEnd-L Murchison Costum
130012 SchollQEnd-L Murchison Dramate
130013 Schol/QEnd-Paramount Picturs
130014 Schol/QEnd-Paramount Pic/D&D
130015 Schol/QEnd-Paramount Bio Sci

130017 SchollQEnd-Men's Goit
130018 Schol/QEnd-Chancelor Hotel

AN AR CabnlFAT e SRALIT Pl A ik

16. Click on the magnifying glass next to Function.

Accounting Defaults Personalize | Find | &0 B First @ 1071 ) Last
Chartfieldst || Details || AssetInformation | [
Dist ‘Percent 'Location GL Unit Account Alt Acct  Dept :.:::;d ‘Fund Function 'PC Bus Unit ‘Proj

1] | |ADMIN 160 |O( [NT752 |9y Q [ ]Q [150000]Q [105]Q, (1950011, | [@CY) ja [ |
4000000000000 | >

__________________________________________________________________________________________________________________________________________________|
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17. Select the appropriate Function from the Look Up Function dropdown.

Look Up Function

SellD SHARE
Function[begins with ~][ |
Description| begins with || |

| LookUp |[ Clear || Cancel |Basic Lookup

Search Results
View 100 First 4 12002 (&) Last
Function Description
100 Instruction-General
110 Instruction-Sponsored
120 Instruction-Sponsored C/S
130 Practice Direct
132 Practice Indirect
200  Research-Sponsored
210 'Research-Sponsored C/S
215 Research-Univ Sponsored
Research-Departmental
Public Service
Fublic Service-Sponsored

'Development & Fundraising
Operations and Maintenance
'Scholarships and Fellowships
S
Auxiliary Enterprise

‘Teaching Hospitals & Med Cirs

18. Click OK.
Note: The Create Requisition screen will open.

Requisition Settings

Business Unit [SY768 | Q Univ. of North Texas System isition Name |Computer for Professor Davis
[Es2200 | Business Services-Gen Priority
“Currency
Custom Fields
Default Options (7
) Default If you select this option, the defaults specified below will be applied to requisition lines when there are no predefined values for these
fields.
® Qverride If you select this option, the defaults specified below will override any predefined values for these fields,only non-blank values are assigned.

Line Defaults (7}

supplier [ Q Category | |&
Supplier Location | |qQ Unitof Measure | |Q
Buer [ @

Shipping Defaults

shipTo [BSCA 400 |@ Add One Time Address
DueDate | @ i
Distribution Defaults
SpeedChart|  |q
Accounting Defaults Personalize | Find | B Fist @ 1011 @ Last
Chartfielas1 || Details || Asset information |
Dist Percent Location GL Unit Account Alt Acct  Dept g;“’ Fund Function PC Bus Unit Proj
1 |escra4pbo @ [svves |G [ & [ |@ [922000|Q [105]Q [195001|Q S50 & [ @ [ |
< INNEE————————— >

o< | cume |

__________________________________________________________________________________________________________________________________________________|
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Completing the Requisition Using CAP-IT Guidelines

You must ensure each requisition contains all of the necessary components and follows the required
process. Use the acronym CAP-IT to complete each requisition correctly. CAP-IT details all a requisition
should include. Refer often to the CAP-IT acronym to ensure requisitions are being completed correctly.

Code using category code best describing the purchase.
Attach all documents.
Purpose statement should define how purchase will benefit the institution.

Information in the Justification Comments must include:

Department contact full name, full phone number & email.

Vendor contact full name, full phone number & email.

Any special requirements or handling requests (ex. Where to email order).

Service dates and/or date needed.

Reference full name and contract number of any Co-operative contracts, if
applicable.

v" Note if sole source, proprietary justification, and/or bid tab is included, if applicable.

AN NI NI NN

Track order using Manage Requisitions.
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Creating the Requisition

To create the requisition, follow the steps below before moving on to the next phase of reviewing
requisition details.

1. Click New Requisition under the ePro Services section.

Favorites « Main Menu - > Employee Self-Service~ > Procurement~ > Requisition

‘EIS inrormation  mmt0110 on FSTSTU (easapp12) - 02/06/2016 13:04:35 Al ~ | search

# | Advanced Search

Create Requisition (=

Welcome Business Services-Gen

Home A My Preferences Requisition Settings | B 0 Lines [REREckory
Regquest Options = search Search Advanced Search
Enter search criteria or select ePro Services Iy Web 5 Forms
from the menu on the right to ﬁ% @
begin creating your requisition. Request Services Browse Supplier Websites Create and Submit Forms
New Requisition
l:; '+ Favorites mg Recently Ordered ﬁ} External Catalogs
Browse Favorite Items and View recently ordered items and Browse Supplier Website ltems
Services services

Describe the item, pari#, Co...
computer dell optiplex 9020
item 1

Computer, Dell, Optiplex 902 .
Goods

2. Type the line item description from the price bid or quote received from the vendor in the
Goods/Service Description field.

Note: Descriptions should be concise, but complete and should include the part number,
catalog number, or model number if available, along with a detailed description.

Favorites ~ Main Menu ~ > Employee Self-Service ~ > Procurement ~ > Reguisifion

.E“ iNFoRMATIGN  mmMt0110 on FSTSTU (easapp12) - 02/06/2016 15:27:16 Al ~|Search | Advanced Search

Create Requisition

Welcome Business Services-Gen
Home % My Preferences Requisition Settings I B 0Lines Checkout

Request Options S search Search

Advanced Search

All Request Options New Requisition

ePro Services *Goods/Service

New Requisition Description .

Quantity Unit of Measure Q
Web *C

Amount urrency Code USD
Forms *Category Q
Favorites Supplier ID |0000006227 Q Suggest New Supplier
Recently Ordered Supplier Name |Summus Industries Inc @

Quote Number ? Quote Date =
External Catalogs Beginning Date Eﬂ ? Date of Completion Ell ?
Additional Information
E1A
[ send to Supplier [ show at Receipt [ Show at Voucher

Add to Cart
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3. Type the number of items in Quantity field.

Favorites ~ ‘ Main Menu -

Create Requisition @

s INFoRmATion  mmt0110 on FSTSTU (easapp12) - 02/25/2016 12:08:57

> Employee Self-Service >

Procurement = > Requisiion

All - | Search

[ send to Supplier

Add fo Cart

[ show at Receipt

[ show at Voucher

# | Advanced Search

Welcome Business Services-Gen
Home A My Preferences Requisition Settings | 0Lines (HEH L
Request Options v Search Search Advanced Search
All Request Options New Requisition
ePro Services *Goods/Service |Dell Deskiop Computer
New Requisition Description i

*Unit of Measure Q

Web -
Amount urrency Code |USD

Forms *Category i
Favorites Supplier ID |0000006227 a Suggest New Supplier
Recently Ordersd Supplier Name |Summus Indusiries Inc Q)

Quote Number ? Quote Date El
Exte | Catal

xternal Catalogs Beginning Date ks Date of Completion El
Additional Information
il

4. Click the magnifying glass next to the Unit of Measure field.
Note: Unit of Measure can be typed directly in the field without using the lookup feature.

Favorites « | Main Menu ~

Create Requisition 2

Welcome Business Services-Gen

Request Options

All Request Options

ePro Services
New Requisition

Web

Forms

Favorites
Recently Ordered

External Catalogs

>

Employee Sel-Service » >

PSaansSN  mmt0110 on FSTSTU (easapp2) - 02/25/2016 12:08:57

Procurement » >

Requisition
All

~ | Search

Home A My Preferences Requisition Settings

Search

New Requisition

*Goods/Service

Dell Deskiop Computer

Description
Quantity 1 *Unit of Measure
Amount *Currency Code |USD
*Category Q,
Supplier ID 0000006227 Q
Supplier Name | Summus Industries Inc Q)
Quote Number ? Quote Date
Beginning Date =H? Date of Completion
Additional Information
1
[ send to Supplier [ show at Receipt ] show at Voucher

Add to Cart

I ounes

Search

CY)

Suggest New Supplier

# | Advanced Search

Checkout

Advanced Search
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5. Select the appropriate Unit of Measure from Look Up Unit of Measure dropdown.

Look Up Unit of Measure

Unit of Measure [begins with ~ ||

Look Up Clear. Cancel | Basic Lookup
n| Search Results
View 100 First ‘4 sezoriez (B Last

‘Average Cost Dollars
BAG 15

BAG 25

BAG 50

Barrel - Liquid Measure
Bundle

‘Bale

'Bottle

Box

Bushel - Dry Measure
Celsius

‘Cartridge

CAN

‘Hundred Cubic Feet
Cubic Decimeters
Cone

‘Cubic Feet
‘Centigrams

‘Chain

Centiliters
‘Centimeters

Cubic Milimeters
Pail

‘card

CRATE

‘Case

‘Carton

‘Cubic Feet

Cubic Inches

|Cubic Meters
‘Cubic Yards

‘Cubic Weight
‘Cylinder

500

6. Enter the bid or quote amount received from the vendor in the Amount field.

Create Requisition 2

Welcome Business Services-Gen

All Request Options

ePro Services
New Requisition

Web

Forms

Favorites
Recently Ordered

External Catalogs

Home )*My Preferences *Requisﬂion Settings ! E 0 Lines

search [Al M|

| Search | Advanced search

New Requisition

*Goods/Service |Dell Deskiop Computer

D p

Quantity |—1|
Tamouni> !

Caegory [ g

S
Suppler Nome Sammus rsires 1
QuoteNumber | |?
BegianingDate [ |92

Additional Inf il

*Unit of Measure Q
*Currency Code

Suggest New Supplier

QuoteDate | |B
Date of Completion | [ ?

1

[ send to Supplier [ show at Receipt

Add to Cart

[TJ show at Voucher

UNT System Business Support Services
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7. Click on the magnifying glass next to the Category field.

Favorites ‘ Main Menu > Employee Self-Service » > Procurement » > Reguisition

iNForMaTion  mmt0110 on FSTSTU (easapp12) - 02/06/2016 15:27:16 Al ~ | Search

Create Requisition 2

Welcome Business Services-Gen

Home
Search

/i Iy Preferences Requisition Settings I
Request Options <
All Request Options New Requisition

ePro Services *Goods/Service |Dell Deskiop Computer

New Requisition Description -

Quantity 1 Unit of Measure |EA
few Amount 1,000.00 “Currency Code |USD
Forms *Category @

Favorites Supplier ID 0000006227 a
Recently Ordered Supplier Name |Summus Industries Inc |Gy

Quote Number ?

[ ?

Quote Date
External Catalogs

Beginning Date Date of Completion

Additional Information

g

[ send to Supplier [ show at Receipt [ show at Voucher

Add to Cart

Search

Suggest New Supplier

#  Advanced Search

E 0 Lines

Checkout

Advanced Search

Click on the dropdown arrow next to Category to open Search By options.

Favorites | Main Menu > Employee Self-Service » > Procurement » > Requisition

Tl mmt0110 on FSTSTU (easapp12) - 02/06/2016 15:27:16 All

= | Search

Look Up Category

Note: You may either Search or Browse to look up the appropriate category for your special request
v Search Categories

Search oy [Gaegey (D)

» Browse Category Tree
 Reum |

Find

| | Advanced Search

UNT System Business Support Services
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9. Select Description from the Search By dropdown menu.

10. Type a word to search in the empty field next to Description.
Note: A partial word can be used. Do not use multiple words. If no word is entered, the
entire Category or Description list will be available to view in the dropdown.

Favontes~ | MainMenu ~ > Employee Seli-Service » > Procurement~ > Requisition
mm mmt0110 on FSTSTU (easapp12) - 02/06/2016 15:27:16 Al ~ | searcn » Advanced Searen

Look Up Category
MNote: You may either Search or Browse to look up the appropriate category for your special request.

Search Catego
Search By IiEEREE] Find

Browse Category Tree
Retumn

11. Click Find.

Favortes | MainMenu » > Employee Self-Service » > Procurement- > Reguisition
mm. mmt0110 on FSTSTU (easapp12) - 02/06/2016 15:27:16 Al - searcn » [ pvances Gearers

Look Up Category

Note: You may either Search or Browse to look up the appropriate category for your special request.

Search Categories

Searcn By [Deserpion ] [Comp Fing

Browse Category Tree

Return

12. Click on the appropriate Category based on the Description field.
Note: Select the category code that best describes the purchase. Accuracy is important as
Category drives Account and Alt Acct expenditure codes. Choosing the correct Category
also allows special approvers to be automatically inserted into the approval workflow.

Favorites Main Menu - > Employee Self-Service ~ > Procurement » > Reguisition

.E|§ INrormanion  mmt0110 on FSTSTU (easapp12) - 02/06/2016 15:27:16 Al ~ | Search || Agvanced Search

Look Up Category

Mote: You may either Search or Browse to look up the appropriate category for your special request.

= Search Categories

Soarcn gy [Descrpion ] [Comp

Categories Personalize | Find | View Al | 2| = First ‘4’ 1-450f15 ‘& Last
Catalog Category Description Find in Tree

1 PROCUREMENT 03091 Lease / Rental-Comp Equip @

2 PROCUREMENT 02047 Masiannce, Lompuise £
Equipment

3 PROCUREMENT 204-68 Supplies-Computer Expensed £

4 PROCUREMENT 204-73 Computer Printer Poriable Capital ﬁ

5 PROCUREMENT 20280 Computer Software Purchase @
=$100K

6 PROCUREMENT 07977 Computer: Desktop <$5K ﬁ
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13. Click on Suggest New Supplier if Supplier ID and Supplier Name are not completed.
Note: Skip to step 16 if a Suggested Supplier is not needed.

Favorites - | Main Menu ~ > Employee SelfService ~ > Procurement ~ > Requisition

ENTERPRISE
.E “ inrormation  mmt0110 on FSTSTU (easapp12) - 02/06/2016 15:27:16 Al ~ | Search » | Advanced Search
Create Requisition 2
Welcome Business Services-Gen

Home /My Preferences 38 Reguisition Setiings I = OLines Elechou
Request Options hd Search Search Advanced Search
All Request Options New Requisition
ePro Services *Goods/Service |Dell Desktop Computer
New Requisition Description .
Quantity 1 Unit of Measure |EA Q

weo Amount 1,000.00 “Currency Code |USD

Forms *Category |07977 Q

Favorites Supplier ID a, Suggest New Supplie

Recently Ordered Supplier Name Q

Quote Number ? Quote Date [51
External Catalogs
9 Beginning Date G Date of Completion 5?7
Additional Information
el
[] send to Supplier [] show at Receipt [] show at Voucher
Add to Cart

14. Enter Supplier Name, Contact Name, Address Information, Full Phone Number and
Comments on the Suggested Supplier screen.
Note: Completing all fields with detail allows for accuracy in vendor set up. In addition, you
should obtain a W-9 from the Supplier that should be attached to the requisition.

Favorites = | Main Menu ~ > Employee Self-Service » > Procurement » > Reguisition

.E“ irormation  mmt0110 on FSTSTU (easapp12) - 02/06/2016 15:27:16 Al ~ | Search »

Suggested Supplier

Supplier Name
Contact Name
Address Information
Country Q,

Address 1

Address 2

Address 3

City

State Postal

Phone Information

Phone Type[ | prefx

Telephone Ext

Comments (Ed]

254 characters remaining
OK Cancel
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15. Click OK.

Favorites = | Main Menu » Employee Self-Service » > Procurement » > Reguisition

RromAion  mmt0110 on FSTSTU (easapp12) - 02/06/2016 15:27:16

Suggested Supplier

Supplier Name ABC Electronics

Contact Name |John Doe
Address Information

CountryUSA_|Q united States
Address 11234 Main Sireet
Address 2
Address 3
City \Denton

State Postal (12345

Phone Information

Phone Type Prefix 940

Telephone | 1234567 Ext

Comments (Ed]

254 characters remaining
OK Cancel

All ~ | Search >

Note: The Create Requisition screen will be updated with the Suggested Supplier noted.

The Supplier ID and Supplier Name will continue to be blank.

Create Requisition 2

Welcome Business Services-Gen

Add to Cart

Favorites | MainMenu ~ > Employee Self-Service » > Procurement ~ > Requisition
m mmt0110 on FSTSTU (easapp12) - 02/06/2016 15:27:16 Al ~ | sean » | Advanced Search

Home A My Preferences Requisition Settings I Checkout
Request Options d Search Search Advanced Search
A" Regiest Gptions; New Requisition
ePro Services *Goods/Service |Dell Deskiop Computer
New Requisition Description i
Quantity 1 Unit of Measure |EA Q,
web Amount 1,000.00 *Currency Code |USD
Forms *Category |07977 Q
Favorites Supplier ID Q
i Sugpested Supplier ABC Electronics
Recently Ordered Supplier Name Q
Quote Number ? Quote Date [
External Catalogs .
Beginning Date ek Date of Completion B
Additional Information
g
[ send to Supplier [ $how at Receipt [ show at voucher

UNT System Business Support Services
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16. Enter Quote Number.

Note: If a quote number is not available and the quote is from a website, provide site address. If

guote received via phone, fax or email, provide the name of person who provided quote.

Favorites = | Main Menu

Create Requisition 2

Welcome Business Services-Gen

> Employee Self-Service ~ > Procurement = > Requisition

Rioamation  mmt0110 on FSTSTU (easapp12) - 02/06/2016 15-27:16

Additional Information

All

~ | Search

Home /° My Preferences Requisition Settings ‘ E O Lines Checkout
ReauestOptions - Search Seath | Advanced Search
All Request Options New Requisition
ePro Services *Goods/Service |Dell Deskiop Computer
New Requisition Description .
Quantity 1 “Unit of Measure |EA Q
Web Amount 1,000.00 *Currency Code |USD
Forms *Category |07977 Q.
Favorites Supplier ID 0000006227 Q, Suggest New Supplier

Recently Ordered Supplier Name | Summus Industries Inc |3
| ? Quote Date [
External Catalogs
g Beginning Date [ ? Date of Completion [ 7

ZE

[ 8end to Supplier

Add to Cart

] Show at Receipt

[] Show at Voucher

# | Advanced Search

17. Enter Quote Date by clicking on calendar icon.

Favorites + | Main Menu -

Create Requisition

> Employee Self-Service = > Procurement ~ > Requisiion

m""""‘"m mmt0110 on FSTSTU (easappi2) - 02/06/2016 15:27:16

All

* | Search

Welcome

Business Services-Gen

7 | Advanced Search

Home Checkout

E 0 Lines

/*' My Preferences Requisition Settings |

Reguest Options

-

Search

All Request Options

ePro Services
New Requisition

Web

Forms

Favorites
Recently Ordered

External Catalogs

New Requisition

*Goods/Service
Description

Quantity

Amount
*Category
Supplier ID
Supplier Name
Quote Number

Beginning Date

Additional Information

Dell Deskiop Computer
1
1,000.00
0777
0000006227
Summus Industries Inc
999999999

Bk

a
@

Q
?

*Unit of

*Cumrency Code

Quote Date

Date of Completion

Search

Measure |EA Q
usbD

Suggest New Supplier

&

7

B

[ send to Supplier

Add to Cart

[ show at Receipt

[ show at Voucher

Advanced Search

UNT System Business Support Services
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18. Select the date the quote was received.

Favorites ~ | Main Menu «

Create Requisition z

Welcome Business Services-Gen

> Employee Seff-Service ~ > Procurement ~ > Requisition

Peomaon  mmt0110 on FSTSTU (easappi2) - 02/06/2016 15:27:16

All | Search | Advanced Search

Home A My Preferances Requisiticn Settings I E OLines Checkout
Request Options < search Search Advanced Search
All Request Options New Requisition
ePro Services *Goods/Service |Dell Deskiop Computer
New Requisition Description o
Quantity 1 Unit of Measure |EA Q.
Web Amount 1,000.00 *Currency Code [USD
Forms *Category (07977 a,
Favorites Supplier ID 0000006227 @ Suggest New Supplier
Recently Ordered Supplier Name |Summus Industries Inc | @
Quote Number 999999999 ? Quote Date
External Catalogs Beginning Date 5?7 Date of Completion
February 2016
Additional Information S M TWTF §
B 12 3 4 5 6
i 8 9 10 11 12 13
14 15 16 17 18 19 20
[ send to Supplier [ show at Receipt [ show at Voucher 2122 23 24 25 82
28 29
Add to Cart
] current Date [
19. Enter Beginning Date by clicking on calendar icon.
Favorites = ‘ Main Menu ~ > Employee Self-Service ~ > Procurement » > Requisition
ENTERPRISE
INFormaTioN  mmt0110 on FSTSTU (easapp12) - 02/06/2016 15:27:16 All = | Search »  Advanced Search
Create Requisition 2
Welcome Business Services-Gen
Home / My Preferences %58 Requisition Settings ! E 0 Lines Checkout
Request Options - Search Searcn Advanced Search
All Request Options New Requisition
ePro Services *Goods/Service |Dell Deskiop Computer
New Requisition Description .
Quantity 1 Unit of Measure |EA Q
Web Amount 1,000.00 *Currency Code [USD
Forms *Category |07977 Qa,
Favorites Supplier ID 0000006227 a Suggest New Supplier
Recently Ordered Supplier Name |Summus Industries Inc | Q
Quote Number 999992999 ? Quote Date |02/01/2016 |5
Exts I Catal
xternal Catalogs Beginning Date G Date of Completion 1
Additional Information
B
[ send to Supplier [ show at Receipt [ Show at Voucher
Add to Cart

UNT System Business Support Services
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20. Select the appropriate date based on whether ordering Goods or Services.
Note: For Goods, select the date the quote will expire. For Services, select the date when
the service is to begin.

Favorites - | Main Menu ~

Create Requisition

Welcome Business Services-Gen

All Request Options

ePro Services
New Requisition

Web

Forms

Favorites
Recently Ordered

External Catalogs

Request Options <

» Employee Self-Service ~ > Procurement » >

New Requisition

*Goods/Service
Description

Quantity

Amount
“Category
Supplier ID
Supplier Name

Quote Number

Requisition

m"‘"‘"’"’“mou mmt0110 on FSTSTU (easapp12) - 02/06/2016 15:27:16

Home

search

Dell Deskiop Computer

1

1,000.00
07977 a
0000006227 Q
Summus Industries Inc | &
299099599 ?

A 1y Preferences Requisition Settings |

Al ~ | Search

Search

*Unit of Measure |EA
*Currency Code USD

Suggest New Supplier

Quote Date |02/01/2016 |[5]

.E 0 Lines

# | Advanced Search

‘Checkout

Advanced Search

Beginning Date [’s'{l'? Date of Completion E‘J ?
Additional Information February 2018
S MTWTF § &
12 3 4 5 6
T 8 9 10 11 12 13
[ send to Supplier (| 14 15 16 17 18 18 20 v at Voucher
21 22 23 24 25 26 27
Add to Cart
28 29
(4] current Date [¥
21. Enter the Date of Completion by clicking on the calendar icon.
Favorites | Main Menu > Employee Self-Service » » Procurement » > Reguisition
ENTERPRISE
mmm mmt0110 on FSTSTU (easapp12) - 02/06/2016 15:27:16 Al | Search > IR
Create Requisition
Welcome Business Services-Gen P
Home A My Preferences Requisition Settings - OLines (B T
Request Options = Searcn Search Advanced Search
All Request Options New Requisition
ePro Services *Goods/Service |Dell Deskiop Computer
New Requisition Description o
Quantity 1 Unit of Measure |EA QL
e Amount 1,000.00 *Currency Code |USD
Forms *Category (07977 Q,
Favorites Supplier ID 0000006227 Q Suggest New Supplier
Recently Ordered Supplier Name |Summus Industries Inc | @
Quote Number |99999399% s Quote Date [02/01/2016 |[H)

External Catalogs

Beginning Date

Additional Information

02/05/2016 [ 7

Date of Completion

g

[ send to Supplier

Add to Cart

[ show at Receipt

[[I show at Voucher

UNT System Business

Support Services
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22. Select the appropriate date based on whether ordering Goods or Services.

Note: For Goods, select the ‘deliver by’ date. For Services, select the date when the task
should be completed. Normal business practice allows a 30 day turnaround for vendors.

Main Menu ~ > Employee Self-Service » > Procurement » > Requisition

Favorites « |

Create Requisition =

Welcome Business Services-Gen

Reqguest Options =2

All Request Options

ePro Services
New Requisition

Web

Forms

Favorites
Recently Ordered

External Catalogs

.E“ NromtATioN mmt0110 on FSTSTU (easapp12) - 02/06/2016 15:27:16

Home

search

New Requisition

*Goods/Service
Description

Quantity

Amount
“Category
Supplier ID
Supplier Name
Quote Number

Beginning Date

Additional Information

Dell Deskiop Computer
1

1,000.00
07877 aQ
0000006227 Q
Summus Industries Inc | Q_
999999999 ?
020052016 |5 ?

P My Preferences Requisition Settings [

All ~ | Search

Search

*Unit of Measure |EA Q
*Currency Code |USD

Suggest New Supplier

Quote Date |02/01/2016 |[5]
ibicd

Date of Completion

E O Lines

# | Advanced Search

Checkout

Advanced Search

[ send to Supplier

Add to Cart

[ show at Receipt

i3 s

T

[ show at Voucher 14
21

28

February 2016 [v]

B

M T W T F S
1 2 3 4 5 86
a 9 10 11 12 13
15 16 17 18 19 20
22 23 24 25 26 T

(4] Current Date [

23. Type any necessary information in the Additional Information field.

24. Click Add to Cart.

Note: To send the information you typed in the Additional Information field to the Supplier,
Receipt, or Voucher, check the appropriate box below the Additional Information field.

Favorites v | Main Menu

Create Requisition 2

Welcome Business Services-Gen

Reguest Opfions &2

All Request Options

ePro Services
New Requisition

Web

Forms

Favorites
Recently Ordered

External Catalogs

» Employee Sel-Service » » Procurement » » Reguisition

.E|§ inromuanon  mmt0110 on FSTSTU (easapp12) - 02/06/2016 15:27:16

Home

search

New Requisition

*Goods/Service
Description

Quantity

Amount
*Category
Supplier ID
Supplier Name
Quote Number

Beginning Date

Additional Information

Dell Desktop Computer
1

1,000.00/
07977 a
0000006227 QL
Summus Industries Inc @,
999098989 ?
02052016 |5 7

Va My Preferences Requisition Settings I

Al ~ | Search

Search

*Unit of Measure EA Q
“Cumrency Code USD

Suggest New Supplier

Quote Date |02/01/2016 |3

Date of Completion 02/152016 |5 ?

e

[ send to Supplier

Add to Cart

[ show at Receipt

[ show at Voucher

E 0 Lines

| Advanced Search

Checkout

Advanced Search

UNT System Business Support Services
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25. Repeat steps 2-12 and 16-24 for each item to be purchased from this Supplier.
Note: You must repeat steps 13-15 for each item to be purchased from the Suggested
Supplier. Create a new Requisition if a different supplier is to be used. Number of lines in
the order will be visible beside the Shopping Cart icon located next to Checkout.

26. Click Checkout when order is complete.

Favorites + | Main Menu

Create Requisition 2

Welcome Business Services-Gen
Request Options @

All Request Options

ePro Services
New Requisition

Web

Forms

Favorites
Recently Ordered

External Catalogs

> Employee Seli-Service » > Procurement = > Reguisition

.E“ iNFoRMATION  mmt0110 on FSTSTU (easapp12) - 02/06/2016 15:27:16

Home

Search

New Requisition

*Goods/Service
Description

Quantity

Amount
*Category
Supplier ID

Supplier Name

a
0000006227 QL

Summus Industries Inc @,

Al ~ | Search

7 My Preferences Requisition Settings

“Unit of Measure

*Currency Code |USD

» | Advanced Search

Advanced Search

Suggest New Supplier

Quote Number ? Quote Date
Beginning Date 7 Date of Completion
Additional Information
(B

[ send to Supplier

Add to Cart

O Show at Receipt

[ show at Voucher

UNT System Business Support Services
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Reviewing Requisition Details
Requisitions must be reviewed before submission. Follow the steps below to ensure the requisition
is correct before proceeding.

1. Review the Requisition Line items on the Checkout — Review and Submit screen to ensure the
information is correct and complete.
Note: Click on Add More Items if additional line items need to be added. This will return
you back to step 2 of Creating a Requisition.

2. Click the Comment icon O or Add in the Requisition Lines section.
Note: Comments and attachments only need to be completed for Line 1 unless special
instructions are needed for other line items.

Favorites « Main Menu ~ > Employee Self-Service ~ > Procurement~ > Requisition
_Els T ermseny  test_POeProEntry on FSTSTU (easapp12) - 11/23/2015 15:01:08
SYSTEM
Checkout - Review and Submit
Review the item information and submit the req for approval. N ;
z My Preferences Requisition Settings
Requisition Summary
Business Unit NT752 Q University of North Texas Requisition Name |Computer for Professor Davis
Copy Bid Vendors
“Requester 026201 Q@ UNT Controller Priority opy B vendor
Delete Bid Vend|
*Currency |USD Refresh
Custom Fields
Cart Summary: Total Amount 1,150.00 USD L Add More Items
Expand lines to review shipping and accounting details First (4 Oto1of2 b Last
Requisition Lines (7
Line Description Item ID Supplier Quantity uoMm Price Total  Details Comments Bid Tab Delete
[11 g* Dell Deskiop Computer Summus Industries Inc 1.0000)  Each 1000.0000 1000.00 B =
shipping Line 1 shipTo  USB 135 Quantity 1.0000 FHE=
Address  UNT Central = Price 1000.0000 Price Adjustment
Receiving X
Denton, TX 76205 Pegging Inquiry
Pegging Workbench
Attention To  [UNT Controller 'egging Workbenc
Custom Fields
Due Date 12/04/2015 Ell
Accounting Lines
[12 2= Dell Keyboard Summus Industries Inc 1.0000) Each 150.0000 150.00 B € Add o
shipping Line 1 shipTo  USB 135 Quantity 1.0000 FHE=
Address  UNT Central = Price 150.0000 Price Adjustment
Receiving
Denton, TX 76205 Pegging Inquiry
Pegging Workbench
Attention To  |[UNT Controlier Hane
Custom Fields
Due Date  [12/04/2015 5
Accounting Lines
[] Select All / Deselect All Select lines to: [k Add to Favorites 3 Add to Template(s) 1l Delete Selected $2Mass Change
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3. Enter comment in the Comments field within the Line Comment section.
Note: Line comment is specific to the line item and is different from the Requisition
Comment on the Checkout — Review and Submit screen. If you need to send the
information you typed in the Comments field to the Supplier, Receipt, or Voucher, check
the appropriate box below the Comments field.

4. Click Add Attachments.
Note: Ensure all applicable documents are attached. Attach Supplier W-9 for Suggested Suppliers.

Line Comment
Business Unit SY769 Requisition Date D2/06/2016
Status Open
Line 1
Comments Find  First 4 10f1 ) Last
Use Standard Comment Entered O (=]
1 =

[ send to Supplier [ show at Receipt [ show at Voucher
[ Add Attachments |
|p Attachments

| ok || cancel

5. Click Browse in the File Attachment box.

File Attachment

[umd' Cancel

__________________________________________________________________________________________________________________________________________________|
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7. Click Open.

r———— . R

Organize v

New folder

6. Select file to upload from browser window.

| Favorites % MName Date modified Type Size
B Desktop 2 Packing Slip 1/15/2016 210 PM  Microsoft Word D.. 12KB
{18 Downloads Desktop Receiving 1 1/19/2016 222 PM  Windows Media P, 42555 KB
%] Recent Places Desktap Receiving Final - Copy 1/20/2016910 AM  Windows Media P... 34,348 KB
Desktop Receiving Final 1/20/2016 2:10 AM  Windows Media P... 34,348 KB
Libraries Packing Slip 1/15/2016 210PM  Microsoft Word D... 12KB
Documents
o Music
[ Pictures
B videos
! Computer
&L, Default (C)
S mmt0110 (Veas-
9 BSC_Shared_Resc
£# OPS (\\filestore.r
o
File name: ‘

8. Click Upload in File Attachment box.

File Attachment

]

Help

;C:\Users\mmll}HU\D&ktDp\Deslmop Receiving\Packind Browse... E

Upload Cancel
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9. Confirm the file was uploaded by verifying the file is showing in the Attachments section.

10. Repeat steps 4-9 for each file that needs to be uploaded.

Note: Attached files can be removed by the individual that attached them by clicking on the
minus sign next to the attachment that needs to be removed in the Attachments section.

11. Click OK.

Favorites - | Main Menu - > Employee Self-Service » > Procurement- > Regquisition

Line Comment

‘EI; renemsen  test_POeProEntry on FSTSTU (easapp12) - 11/23/2015 15:01:08

(ELS

Business Unit MT752 Requisition Date 11/23/2015
Status Open
Line 1
Comments Find First ‘&’ 10f1 &' Last
Entered On: 11/23/2015 3:01:09PM
1
[ send to Supplier [ show at Receipt [ show at Voucher
] Add Attachments ]
Attachments
Attached File Uzer/Date Time View Send to Supplier
Process_4.2.41_ Vendor_ test POeProEntry201
Record_Inactivation. pdf 5-11-23-15.14.10.822 Reiew] 0 @
OK Cancel

UNT System Business Support Services
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12. Click the line details icon 2 when creating a requisition for a blanket order with a quantity of 1.
Note: If you are not creating a requisition for a blanket order, skip to step 15.

Favorites ~ ‘ Main Menu ~ > Employee Self-Service » > Procurement ~ > Reguisition

ooy mmt0110 on FSTSTU (easapp12) - 02/06/2016 15:27:16 Al ~ | search 2

Checkout - Review and Submit

Review the item information and submit the req for approval.

#
< My Preferences Requisition Seftings
Requisition Summary
Business Unit SY769 |Q Univ. of North Texas System Requisition Name (Computer for Professor Davis
. Copy Bid Vendors
Requester |£92200 Q,  Business Services-Gen Priority
*Currency USD Refresh
Custom Fields
Cart Summary: Total Amount 1,150.00 USD Ehl Add More ltems
Expand lines to review shipping and accounting details First (4 Oto1of2 » Last
Requisition Lines (7
Line Description Item ID Supplier Quantity Uom Price Total Details Comments Bid Tab Delete
o1 ::_? Dell Deskiop Computer Summus Industries Inc 1.0000 Each 1000.0000 1000.00 99 Edit 45 m
Shipping Line 1 *Ship To |BSCA 400 Q Add Shipto Comments Quantity 1.0000 HE=
Address  UNT System Business = Add One Time Address Price 1000.0000 Price Adjustment
Service Center
Send to: Pegging Inquiry
invoices@unisystem edu .
1112 Dallas Dr., Ste. 4000 Pegging Workbench
Denton, TX 76205 Custom Fields
Attention To | Business Services-Gen
Due Date  |02/15/2016
Accounting Lines
Favorites + | Main Menu ~ > Employee Sel-Service = > Procurement » > Reguisition
ENTERPRISE = "
inFoamaTion  mmt0110 on FSTSTU (easapp12) - 02/06/2016 15:27:16 All  ~ | Search > | Advanced Search

Line Details

Line Details (7

No Image
< Line 1 & Dell Deskiop Computer Line Status  Open

Item Details (7

Merchandise Amount  1000.00 USD [IrFa Required
Item ID Device Tracking
Category 07977 Zero Price Indicator
Original Substituted Item
Description
v [+ Inspection Required
Inspection Routing ID  [GENERIC Q
Physical Nature |Goods V|
Buyer Q

Buyer Information

Configuration Info

__________________________________________________________________________________________________________________________________________________|
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14. Click OK at the bottom of the screen.

All = Search

Line Details

Line Details (2 |

No Image Line i en

w Item Details (7)

Dell Deskiop Computer

Line Status  Open

GTIN

* Sourcing Controls (%)

Merchandise Amount  1000.00 USD [ rFQ Requirea
Item ID ["] Device Tracking
Category 07977 ["]zero Price Indicator
Original Substituted Item M Amount Onty
Description . )
[ Inspection Required
Inspection Routing 1D [GENERIC =}
Physical Nature |Goods ~ |
Buyer | (%
Buyer Information
Configuration Info
+ Contract Information (7
[ use Contract if Available
ContractID | fel=s
Contract Details
version [ |
ContractLline | |Q
CategoryLine | |Q
 Supplier Information (7]
1D [0000006227 | @ summus Industries Inc
L [oo3 | remit coF
Suggest New Supplier
ltemiD | |
s Catalog | |
+ Manufacturer Information (%)
Manufacturer ID | (=X
Manufacturer
Manufacturer's ltem 1D | |

* Custom Fields (%)

"I consolidate with other Regs
[Tl calculate Price
™ override Suggested Supplier

Custom Character1| |

Custom Character2| |

CustomDate| [

Custom Field 1|

Custom Field 2|

Custom Field 3

Custom Field 4 |

__________________________________________________________________________________________________________________________________________________|
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15. Scroll to the Requisition Comments and Attachments section at the bottom of the screen.
16. Click Add more Comments and Attachments to use the Standard Comments feature.

Favorites = | > Be Sall-S

Main Menu -

P

Edit Requisition - Review and Submit

Review the itern information and submil the reqg for approval

Requisition Summary

Ousiness Unit | SY768

a
*Requester Eo2200

*Cumancy |USD

Cart Summary: Tolal Amount 1,150.00 USD
Expand lines 0 review shigping and accounting detalls

Requisition Lines ¥

Line Descripbon item ID

¥ [ 1 g= Dell Desktop Computer

Shipping Line 1§ *Ship To

Address

Allention To

Due Date

b Accounting Lis

> [12 g* Dell Keyboard

Shipping Line 1 *“Ship To

Address

Attention To
Due Date

F Accounting Lines

[] Sosct Al T Desasioct Al Salect lines ta:

Shipping Summary

1
¥ Eait for A Lines

Ship To Localion BSCA 400

Comments

[= and
Enfor requisiion cormments

[l Adied to Favorites

=

MSmiiey  mmt0110 on FSTSTU (easapp12) - 02/08/2016 15:27:18

Uniév. of Morth Texas System

Suppier

Summus Industries Inc

BSCA 400 =

UNT System Business [
o -&

Sarvico Cr

Send to:
HGIC AL ERUNTEY AR, AU
1112 Rallas Or. . S1e 4000

Dentan, TX 76205

Business Services-Gan

02152018 s
Summus industries Inc
BEOA 200 (¢}

UNT System Business (g5,
Service Center

Sond o
nvoives@ur !
1112 Dalias Or.. St 4000
Denton, TX 76205

Businusss Services Gen

02152016 5

Address UNT System Business Sarvice Conte
Bond o InvalcesEuntsyatom edu
1112 Daltas Or | Sio. 4000
Denton, TX 78205

Amtention To Buginess Services-Gan

vic i Cien

S5 Add to Templale(s)

Al | Search

ol

My Freferences e Regquisibon Settings

Reguisition Name Comouler for Professor Davis

Priority [Medium

Cartom Fis

b Add More ltems
Quantity UoM Frica
1.0000 Each 1,000 00000
Agd Shipto Commants Cuantity 1.0000
A One Tims Address orice 10000000
10000 Each 150 0000
Add Shipto Commernits Quantity 1.0004]
Add Gne Time Address Price 150 0000

T Delete Sulected

Total Amount

Copy Bid Vendors

Refrash
Firat 4

Otatal? .

Dbl Comments

L3

Total

1000.00 @ Ean

Price Adjustment
Pagging Inauiry
Pagging Workbnch

Custom Figlds

150,00 [ O agd

Prica Adjustmeant
Fegging Inguiry
Pegging Workbench
Custom Fialds

FaMass Change

1,150.00 USD

[ send 1o Supplier [C] show at Receipt
Approval Justification

Enter approval justfication for this requisition

[ shown at veucher

m::: Check Budgat m Pro-Chadk Budget
@& Save & submit L] Save for Later L

Budget Checking Status’

Agd More ltems

& Proview Approvaks

Last

Bid Tab Delete

& M

[l (=]

@ 0

=)

UNT System Business Support Services
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17. Click Use Standard Comments.

Header Comments

Business Unit SY769 Requisition Date 02/05/2016

Status Open
First (4 10f1 &) Last

Comments Find
=

Use Standard Cum@ > Entered On:
B2t

1

[ send to Supplier [ show at Receipt [ show at Voucher
[ Add Altachments |

w Attachments
Attached File User/Date Time View Send to Supplier

! 0 =
oK Cancel

18. Click on the magnifying glass next to the Comment Type field.

Standard Comments

“w Search Criteria
CommentType, QD
commentio] ]

Description | |

19. Select the appropriate Standard Comment Type from the Look Up Comment Type dropdown.

Look Up Comment Type

SetlD SHARE
Stangard Comment Type[begins with ~ ||
Description| begins with_~||

| Leokup || clear || Cancel | Basic Lookup

Search Results

View 100 First (4 d1sora (B Last
Standard Comment Type Description

AN Asset Managmerﬂ :

AP ‘Accounts Payables

co 'C')ha'nge Order

CR ‘Central Receiving

PO Purchase O C

REQ Template Justification
SUP Supplier Instructions
T&C ‘Terms & Conditions

__________________________________________________________________________________________________________________________________________________|
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20. Click on the magnifying glass next to the Comment ID field.

Standard Comments

w Search Criteria |
Comment Type[REQ |y
commentin| @D

Description | |

21. Select the appropriate Standard Comment ID from the Look Up Comment ID dropdown.

Look Up Comment ID

SetiD SHARE
Standard Comment Type REQ
Standard Comment ID[beains with ]|
Description[begins with V]|

Look Up Clear _Cancel | Basic Lookup

Search Results

View 100 CFist @ qor1 @ Last
[P Comment 10, Descimplion

WJUST ‘Req Comments Justification’

22. Click OK.

Standard Comments

= Search Criteria

Comment Type [REG |t
€ ID[pusT [ §

Description | |

__________________________________________________________________________________________________________________________________________________|
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Note: The available comment options will be displayed in the Standard Comments section.

Favorites + | MainMenu + > Employee Self-Service v > Procurement = > Requisition

s mrormation  mmt0110 on FSTSTU (easapp12) - 02/06/2016 15:27:16 All - | Search » | Advanced Search

Standard Comments

Search Criteria

Comment Type REQ Q Search
Comment ID | JUST Q Reset
Description
Standard Comments Find First ‘&' 10f1 &' Last
Select Comment Type REQ Comment ID JUST
Description Req Comments Justification
O Department Contact: Full name, full phone number and email address (El]

Vendor Contact: Full name, full phone number, fax number and email address
Special Instructions: Include any special shipping, payment or deadlines
Aftachments: Refer to any attachments such as contracts or quotes

Purpose: Advise how this purchase will be used, what benefit is gained

O Append To Comments

®) Qverride Comments

OK Cancel

23. Click the box next to the appropriate standard comment option to make your selection.
24. Click OK.

Favorites ~ | MainMenu ~ > Employee Self-Service ~ > Procurement ~ > Reguisition

iNFormaTion  mmt0110 on FSTSTU (easapp12) - 02/06/2016 15:27:16 All  ~ | Search | Advanced Search

Standard Comments

Search Criteria

Comment Type REQ a, Search
Comment ID JUST Q Reset
Description
Standard Comments Find First ‘&' 10f1 ‘& Last
Select Comment Type REQ Comment D JUST
Description Reg Comments Justification
Depariment Contact: Full name, full phone number and email address (B}

Vendor Contact: Full name, full phone number, fax number and email address
Special Instructions: Include any special shipping, payment or deadlines
Attachmenis: Refer to any attachments such as contracis or quotes

Purpose: Advise how this purchase will be used, what benefit is gained

OAppend To Comments

® Qverride Comments

OK Cancel
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25. Recall the CAP-IT guidelines when providing detailed information in the Standard
Comments box, which is now populated with helpful comment prompts.
Note: The items listed in the table below require additional information be provided in the
Requisition Comments and Attachments section of the requisition. See Procurement Guide

for additional instructions.

Advertisements

Animals

Blanket Purchase Orders

Branding/Logo Items

Contributions

Controlled lItems

Controlled Substances

Direct Publications

Flowers, Floral Arrangements &
Plants

Food and Beverage

Foreign Nationals

Gifts, Gratuities and
Honorariums

Hazardous Materials

Hosted Events

License Fees

Memberships

Moving Expense/Relocation

Notary Fees

Prepayments

Promotional Items

Radioactive Materials

Registration Fees

Sponsorship, Community
Service & Community Support

Subscription of Print Materials

Telecommunication Equipment | Temporary Personnel Tips
Training and Development Vehicles Visa Fees
26. Click OK.
Favorites v Main Menu « » Employee Self-Service + > Procurement v > Requisition
.E“ Weommation  mmt0110 on FSTSTU (easapp12) - 02/06/2016 15:27:16 Al |Search » | Advanced Search
Header Comments
Business Unit SY769 Requisition Date 02/06/2016
Status Open
Comments Find First ‘& 10of1 & Last
Use Standard Comments Entered On: ﬂ ﬂ
1/ Aftachments: Refer fo any aftachments such s contracts or quates. T

Purpose: This purchase will allow Professor Davis to conduct cutting
recognition for the UNT System.

edge research which could result in grants and national v

[ send to Supplier [ show at Receipt
Add Attachments
Attachments
Attached File

1

User/Date Time

oK Cancel

[ show at Voucher

View Send to Supplier

O =
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https://bsc.untsystem.edu/sites/default/files/CAP_IT.pdf
http://bsc.untsystem.edu/procurement-guide-0

27. Scroll to the Approval Justification section at the bottom of the screen.
Note: A business justification is necessary for every purchase, and should answer these
guestions as it pertains to the department and the purchase. The comment entered in this
section should explain
e Why this purchase is being made?
e Whatis the purpose of the purchase?
e Who in the department is this purchase for?
28. Enter Approval Justification comments that meet the defined criteria, and any other
information that may be needed by the requisition approver.

Requisition Comments and Attachments
Enter requisition comments

Special Instructions: Please email the address above when the order ships A
Attachments: Refer to any attachments such as contracts or quotes

Purpose: This purchase will allow Professor Davis to conduct cutfing edge research which could result in grants and national recognition for the UNT System. v
[ send to Supplier [ show at Receipt [ shown at Voucher

Edit more Comments and Attachments

Approval Justification

Enter approval justification for this requisition

Budget Checking Stats
" check Budget T3 Pre-check Budget udget Checking Status
Save & submit ] Save for Later aF Add More ltems &3 preview Apgrovals
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29. Click Save for Later at the bottom of the screen.

S

(EIS} N e
{ICheckout - Review and Submit )
Foview the fiem information and subme ir req for Soooval -
My Praterences L Régustion Sattngt
Requisition Summary
Business Unit  ST750 Unty. of Merin Texas System Reuisition Name COMputer 10 Brofessor Davs .
Paquesier 2200 usiners Surcies Gin Hequisition |0} DOC0000143 e
[Ty Dt Bid Viend)
*Currancy USG Priarkty £ e,
Cussom Fisids "
Can Summary; Total Amount 1,150.00 USD B acawom nems
and First 4 1w2eld ¢ Last
Requisition Lines 7
(] Pestrgton e (0 Sutprnt Gty o e Total  Deesty Comments Bk Tab Deetr
T (11§ DesDesiiop Computer Surmimus Industries b 10000 Exn 1.000.0000C; wo B @ Pem ® 0
Shipping Lime 1 “ship o BSCA 400 a Add Shigta Comments Guantity 1.0000 E=
Address gmmmaww A Cne Timd Addreas Prict 20000000 Prica Adpstmant
Send 10; el esgunEySIBm BOU Puggang Inquiny
1112 Dadtas O, Sta. 4000 Poogng Warkbeneh
Dernior, T 78205 ekt B
Anpntion T Busress Services-Oen |
Due Datle  B3153016 W
» Accounting Lines
T [12 g Den eynoard S Incustries Ine 1.0000)  Fah 150 0000 15000 m O @ o
Shipping Line ¢ *SnipTo  BSCA 400 Q Ak Shigta Comments Guantity 1.0000 ==l
Address  UNT Systom Business Service A Cines Time, Address. Prics 1500000 Price Adustmant
Send lo invoices@untsystem.edu Pogging Inguiry
1112 Dipflars v, Sl 4000 Pagging Warkhanch
Deenton, TX T6205 Custom Fields
Attention To  Busness Senvces Gen |
DusDate (252016 W
b Accounting Lines
() Seiect Al Gossioct Al [ i Bl asow [ Detetn Seectea THtass Change
Total Amouni 1,150.00 USD
Shipping Summary
Rt tor A5 Lines
Ship To Location BECA 200
Addresy UNT Syshem Busiress Benvce Canber
Send o invoites@unisystem edu
1902 Dltas O, Ste, 4000
Donton TX 16205
Attention To Buminess Senaces-Gen.
Comments
Hmumm—_mﬂummm
Ener rpquestion commnts
[Deet Contact Sarah Jones 1 Conlact Phone. S40-552-5555 | Corkec] Emad sarabonesgiort e ~l
|gpe the acnees. ships.
! Reler boany h s coriracts or guokes bt
[T send 1o Suppaier [ 5w at Receipt [ snown at vouches Y i
Appreval Jussfication
Enior 3p0roval jusBiic 3500 for the. reguisBion.
Tiis Del Oeskop computer and keyBoacd are baing purchased for Dr. Danvs of the departmers This cariment and the UINT Syseem by e Bdge r‘-‘
TeSAAMCh that coukd Bring NAtcnal ecogretion 10 he LINT System, and possiie grans o fand mom research
) hack sucget B Prethack fucpe: Budget Cheskmg Status [
B Save & suomi -] Save for Later L Aad More bems. D Preview Approvals
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Note: Bid Tab only needs to be completed for Line 1.

30. Click the Telephone icon beside the Comment icon to complete the Bid Tab, if applicable.

Requisition Summary
Business Unit SY762
Requester [EG2200

*Currency USD

Cart Summary: Total Amount 1,150.00 USD
Expand lines to review shipping and accounting details

Requisition Lines (7

My Preferences

Univ. of North Texas System

Business Services-Gen Requisition ID 0000000143

priorty

Custom Fields

Requisition Settings

Requisition Name |Computer for Professor Davis

s Add More ltiems

Favorites = | Main Menu ~ > Employee Seli-Service ~ > Procurement -~ > Manage Requisitions > Requisition
ENTERPRISE
.mmm mmt0110 on FSTSTU (easapp12) - 02/07/2016 14:36:29 Al ~ | Search | Advanced Search
Checkout - Review and Submit
Review the item information and submit the req for approval. "
A

Copy Bid Vendorg

Delete Bid Vend)
Refresh

First (4 1t020f2 b Last

Bid Tab Delete

isition ID: DOO0OO0143

Unit: SY7

[ Bid Awarded

B&O

Bidder #:

Supplier
ID:
Name 1:

Addr Seq Num:

Address Line 1:
Address Line 2:

City:
Phono Type ]
Intl Prefix:
Contact Name: Phone:
Amount:
oK Cancel Apply

inFormaTion mmt0110 on FSTSTU (easapp12) - 02/07/2016 14:36:29

CIno charge

Line Number: 1

1of1 ‘& Last
==

Find | View All First. &

New Vendor?
Supplier Type

Cntry:

State: Postal:

Line Number: 1

O No Bid

Line Description Item ID Supplier Quantity UcmMm Price Total Details Comments
]t g* Dell Desktop Computer Summus Industries Inc 1.0000) Each 1,000.00000 1000.00 £ @ ear o
Shipping Line 1 “ShipTo |[BSCA 400 Q Add Shipto Comments Quantity 1.0000 =HE
Address gNTtSyslem Business Service Add One Time Address Price 1000.0000 Price Adjustment
enter
Send to: invoices@untsystem edu Pegging Inquiry
1112 Dallas Dr., Ste. 4000 Pegging Workbench
Denton, TX 76205 Custom Fields
Aftention To  [Business Services-Gen
Due Date  [02/15/2016 [
Accounting Lines
az2 @ Dell Keyboard Summus Industries Inc 1.0000 Each 150.0000 150.00 F% (&) Asd = M
P
Shipping Line 1 +ShipTo |[BSCA 400 a Add Shipto Comments Quantity 1.0000) [+ [=1
Address gNTtSyslgm Business Service Add One Time Address Price 150.0000 Price Adjustment
enter
Send to: invoices@untsystem.edu Pegging Inquiry
1112 Dallas Dr., Ste. 4000 Pegging Workbench
Denton, TX 76205 Custom Fields
Aftention To  [Business Services-Gen
Due Date  [02/15/2016 [
Accounting Lines
. . .
Note: If you are using a Suggested Supplier skip to step 33.
. or . . .
31. Click on the magnifying glass next to the Supplier ID field.
32. Skip to step 37.
Favorites ~ | Main Menu ~ > Employee Self-Service ~ > Procurement~ > Manage Requisiions > Requisition
All - | Search | » | Advanced Search

UNT System Business Support Services
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33. Click the link labeled New Vendor?.

34. Enter information for the new vendor in the fields that follow, including Name 1, Address,
Phone Type, Contact Name, Phone, and Amount.

35. Click OK.

36. Skip to step 41.

Business Unit: SY78Requisition ID: 0000000143 Line Number: 1

Find |ViewAl  First (4 1of1 b Last
: ] ¥ Fo
Bidder#: Ui Awarded =
].".Ei:pplier [ & Addr Seq Num: Supplier Type
Name 1: | |
Address Line 1:| |
Address Line 2:| ‘ Cmn‘:l—l_
City:] | state: | Postal: | |
Phone Type V] Line Number: 1
evpronc || B |
Contact Name:|  Phone: | |
Amount: | | OINo charge Cno Bid
oK |[ cancel |[ apoy |

37. Enter Supplier name in the Name 1 field.
38. Click Look Up.

Joogirs witn |
Dot 553550 egind w ~|

—
[ G || cieni | [ g

Search Results

Oniy the first 300 results can be displayed.
First & ssmerson b Last

T e T TR N TR T T G

A
v
¥
b4
L
hd
¥
v
¥
N
¥
¥
b4
Y.
a4
Y
v
¥
A g
v
Y
¥
¥
¥
¥
Y
¥
b g
¥
o g
N
g
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39. Select the appropriate Supplier ID from Search Results — confirming it lists the correct Postal Code.
Note: If the appropriate Name 1 does not appear in the Search Results, click Cancel. Enter

Name and Address on the Bid Tab screen.

40. Enter Contact Name and Phone.

Look Up Supplier 1D

SHARE

SetiD
Supplier ID[begins with ~||
Name 1[begins with_v]/Summus

Default Location|begins with ||
Address Sequence Number[= V] |

Postal Code| begins with »||

| Lookup || cClear |[ Cancel |Basic Lookup

Search Results
View 100 First @ 1ot @ Last
: Address )
s ier ID 1 Opell_For S|:mier Def-_llt 1;0:
HZ L Mumber
[T74781

0000006227 Summus Industries Inc Y HUB 003 1

41. Enter the bid or quote amount received from vendor in the Amount field.

Business Unit: SY78Requisition ID: 0000000143 Line Number:
Find | View Al First 4/ 10of1 ‘* Last
Bidder # @3«1 Awarded @=
Supplier 0. Add Num: Supplier Type [HUB
s T
Name 1: |Summus Industries Inc
Address Line 1: |7? Sugar Creek Center Blvd Ste 420
Address Line 2:| | Cntry:|USA |
City:[Sugar Land | state: [TX |
Phone Type:[Business _ v/| Line Number: 1
Int'l Prefix:| | Ext: |
Contact Name: |Lee Phone: [993-995-9999 ]
Amount: | 1125.00) [INo Charge
[ ok || cancel || Appy |
__________________________________________________________________________________________________________________________________________________|
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42. Click on + to add a new bid, if necessary.

43. Repeat steps 31 - 42 for each bid.

44. Click the box next to Bid Awarded as applicable.
Note: Supplier Type automatically populates if identified as a HUB supplier.

45. Click OK.

Favorites + ‘ Main Menu

Checkout - Review and Submit

Requisition Summary
Business Unit SY769
Requester E92200

*Cumrency USD

Cart Summary: Total Amount 1,150.00 USD
Expand lines fo review shipping and accounting details

Requisition Lines (7

Review the item information and submit the req for approval.

> Employee Self-Service » > Procurement » > Manage Requisitions >

wrormation  mmt0110 on FSTSTU (easapp12) - 02/07/2016 15:40:29

Univ. of North Texas System

Business Services-Gen

Requisition

All -~ | Search

+
< My Preferences

# | Advanced Search

Requisition Settings

Requisition Name |Computer for Professor Davis

Requisition ID 0000000143
Priority

Cusiom Fields

aF Add More Items

Copy Bid Vendors

Delete Bid Vend|
Refresh

First (4 1to20f2 b Last

Line Description Item 1D Supplier Quantity uom Price Total Details Comments Bid Tab Delete
[]1 g Dell Deskiop Computer Summus Industries Inc 10000 Each 1,000.00000 100000 [ Ce & @
Shipping Line 1 BSCA 400 @ Add Shipto Comments Quantity 1.0000 =HE
(U:NTt System Business Service Add One Time Address Price 1000.0000 Price Adjustment
enter
Send to: invoices@unisystem edu Pegaing Inquiry
1112 Dallas Dr, Ste. 4000 Pegaing Workbench
Denton, TX 76205 Custom Fields
Attention To  Business Services-Gen
Due Date  [02/15/2016 [
Accounting Lines
Oz g Dell Keyboard Summus Industries Inc 1.0000 Each 150.0000 150.00 o Add & M
i
Shipping Line 1 “ShipTo  [BSCA 400 Q Add Shipio Comments  Quantity 1.0000 HE
Address  UNT System Business Service Add One Time Address Price 150 0000 Price Adjustment
Center

Send to: invoices@untsystem.edu Pegging Inquiry
1112 Dallas Dr., Ste. 4000

Denton, TX 76205

Pegaing Workbench
Custom Fields

Attention To  Business Services-Gen
Due Date  [02/15/2016

Accounting Lines

__________________________________________________________________________________________________________________________________________________|
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46. Click on the triangle icon

next to Accounting

Lines.

47. Review expense detail for accuracy in Chartfields 1 and Chartfields 2 in the Accounting
Lines section by clicking on the appropriate tab.
48. Make changes as needed to ensure accuracy of expenditure codes.
Note: Do not change Account or Alt Acct here. These fields are controlled by the Category
code. Make those changes at the level step. Also, once the requisition is approved you will
no longer be able to make changes to the Accounting Lines.

Favorites - | Main Menu ~ > Employee Self-Service » > Procurement ~ > Requisition
ENTERPRISE
rgamAen  mmt0110 on FSTSTU (easapp12) - 02/08/2016 07:34:16 Al ~ | Searcn » T
Checkout - Review and Submit
Review the item information and submit the req for approval. " .
< My Preferences Requisition Settings
Requisition Summary
Business Unit |SY762 Univ. of North Texas System Requisition Name |Computer for Professor Davis
Requester [£92200 Business Services-Gen Requisition ID 0000000143 Cony Bid Vendors|
. Delete Bid Vend|
*Currency |USD prionty [Medim ] Refresh
Custom Fields
Cart Summary: Total Amount 1,150.00 USD ar Add More Items
Expand lines to review shipping and accounting details First (4 1to2of2 b Last
tion Lines (7
Description Item ID Supplier Quantity uom Price Total Details Comments Bid Tab Delete
[]1 g& Dell Desktop Computer Summus Industries Inc 10000  Each 1,000.00000, 1000.00 = & ean m
Shipping Line 1 +ShipTo |BSCA 400 Q Add Shipto Comments Quantity 1.000D) [+ [=]
Address gNT( System Business Service Add One Time Address Price  1000.0000 Price Adjustment
enter
Send to: invoices@untsystem.edu Pegging Inquiry
1112 Dallas Dr., Ste. 4000 Pegging Workbench
Denton, TX 76205 Custom Flelds
Attention T |Business Services-Gen
Due Date  [02/15/2016 [
Accounting Lines
*Distribute By ~ |Amt
<Accounting Lings> Personalize | Find |View All | 2| B First 4 10f1 & Last
Chartfields1 || Chartfields2 | Details | Details2 | Assetinformation || Assetinformation2 || Budget Information
Line Status Dist Type *Location Percent Merchandise Amt |GL Unit Entry Event
1 Open BSCP 400 a 100.0000 1,000.00/[SY769 [s% a 1| =]
= -+ — |
[]2 g Dell Keyboard Summus Industries Inc 1.0000] Each 150.0000 150.00 = < Agd i
Shipping Line 1 +ShipTo |BSCA 400 Q Add Shipto Comments Quantity 1.0000) [# =
Address LINT( System Business Service Add One Time Address Price 150.0000 Price Adjustment
enter
Send to: invoices@untsystem.edu Pegging Inquiry
1112 Dallas Dr., Ste. 4000 Pegging Workbench
Denton, TX 76205 AT
Attention To  |Business Services-Gen
Due Date  [02/15/2016 [
Accounting Lines
Accounting Lines Personalize | Find | View All | @I E First ‘& 10of1 &' Last
Chartfields1 Chartfields2 Details Details 2 Asset Information Asset Information 2 Budget Information
Line Status Dist Type *Location Percent Merchandise Amt |GL Unit Entry Event
1 (Open BSCP 400 Q 100.0000 1,000.00|(SY769 Q Q, ﬂ j
Accounting Lines Personalize | Find | View All | 2] ] First ‘&' 10of1 ‘b Last
Chartfields 1 Chartfields2 | Details Details 2 Asset Information Asset Information 2 Budget Information
[Account |Alt Acct  [Dept E‘;;‘d Fund Function PC Bus Unit  |Project |Activity Program Purpose site |Affiliate Fund Affiliate
53101 |Q [7334|Q, (922000 |@ [105|Q, |195001 |Q, |[550 Q| a | 1 | Q| Q 2| Q Q Q 3] ||
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49. Follow steps 50-52 to split the expense between multiple funding sources. If you do not
need to do this, skip to step 1 in the section Reviewing Budget and Approvals and

Submitting the Requisition.
50. Click on the blue plus sign + at the end of Chartfields 1.

Accounting Lines Personalize | Find | View All | @l E First ‘& 10f1 &' Last
Chartfields1 Chartfiglds2 Details Details 2 || Asset Information Asset Information 2 Budget Information
Line Status Dist Type *Location Percent Merchandise Amt |GL Unit Entry Event
1 Open BSCP 400 Q 100.0000 1,000.00/[sY760 Q Q 3j|
= i | = |
51. Distribute funding based on the quantity or percentage of the line amount.
Accounting Lines Personalize | Find | Viewal |20 | B8 First 0 120f2 ) Last
Chartfields1 Chartfields2 Details Details 2 Asset Information Asset Information 2 Budget Information
Line Status Dist Type *Location Eercent D Merchandise Amt (GL Unit Entry Event
1 Cpen BSCP 400 Q 100.0000 1,000.00(3Y769 Q Q [+|[=]
2 Open BSCP 400 Q. il 0.00||5Y769 Q. Q =]
52. Click on the Chartfields 2 tab.
Accounting Lines Personalize | Find | View All | | E First ‘4 1-20f2 '}/ Last
Chartfields1 Chartfields; Details Details 2 || Asset Information Asset Information 2 Budget Information
Line Status Dist Type *Location Percent Merchandise Amt |GL Unit Entry Event
1 Open BSCP 400 a 50.0000 500.00|[SY768 a Q ==
2 Open BSCP 400 a 50.0000] | 500.00|[SY763 Q. Q =]
53. Make changes to the newly created distribution lines, as needed.
Accounting Lines Personalize | Find | View All | @I E First ‘&' 1-20f2 ‘& Last
Chartfields1 Chartfields2 Details Details 2 Asset Information Asset Information 2 Budget Information
|Account Alt Acct  |Dept E::d Fund Function PC Bus Unit  |Project |Activity Program Purpose Site |Affiliate Fund Affiliate
63104 Q |7372 | (922000 |Q [105 |Q (195001 & |550 Q. Q. (s} Q, Q Q Q Q Q [+]]=]
5310¢  |Q |7378|Q (922000 | [105]Q 195001 |Q [550 a a a | a | a a | a a Q +|[=]
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Reviewing Budget and Approvals and Submitting the Requisition
Requisition Budget and Approvals must be reviewed before submission. Follow the steps below to
ensure the requisition is correct before submitting.

1.

Click Pre-Check Budget at the bottom of the screen to conduct a pre-budget check, which
verifies the availability of funds without encumbering the funds.

Note: If your requisition does not pass the Pre-Check Budget, contact the budget office, if
your requisition does pass, move on to step 2.

Approval Justification

Enter approval justification for this reguisition

This Dell desktop computer and keyboard are being purchased for Dr. Davis of the Biology department. This will benefit the department and the UNT System by allowing her to complete cutting edge =
research that could bring national recognition to the UNT System, and possible grants to fund more research.

s Check Budget B Erecneck Budas Budget Checking Status:Not Checked

Save & submit B Save for Later ‘1}‘ Add More ltems &8 Praview Approvals

Click Check Budget to conduct an official budget check, and encumber the necessary funds.

Approval Justification

Enter approval justification for this requisition

This Dell desktop computer and keyboard are being purchased for Dr. Davis of the Biology department. This will benefit the department and the UNT System by allowing her to complete cutting edge ﬁl
research that could bring national recognition to the UNT System, and possible grants to fund more research.
i Budget Checking Status:Provisionally Valid
T Check Budget T Pre-Check Budget g 8
Save & submit 2 Save for Later ar Add More Items 63 Preview Approvals
. .
Click Preview Approvals.
Approval Justification
Enter approval justification for this requisition

This Dell desktop computer and keyboard are being purchased for Dr. Davis of the Biology department. This will benefit the department and the UNT System by allowing her to complete cutting edge
research that could bring national recognition to the UNT System, and possible grants to fund more research.

2 Check Budget B3 pre-check Budget Budget Checking Status:Valid

Save & submit ] Save for Later ar Add More ltems &A4Craview Approvals
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4. Review the Preview Approvals screen to ensure the requisition will be routed to the correct
Approver for UNTS Department Approval.
Note: If the requisition is set to route to the correct Approver, move on to step 13. If the
requisition is not set to route to the correct Approver, move to step 5 to ad hoc to the
appropriate Approver/Reviewer.

5. Click the green plus symbol [#] to add an Approver.
Note: You may add an Approver/Reviewer to the front or end of the workflow by clicking
the [#] before or after the existing Approver.

Favorites - ‘ Main Menu ~ > Employee Seif-Service ~ > Procurement ~ > Requisition

.EK rommAoy  mmt0110 on FSTSTU (easapp12) - 02/08/2016 11:46:40 Al ~ | Search » [Advanced Search
Preview Approvals

Requested For Business Services-Gen Number of Lines 2

Total Amount 1,150.00 USD
Requisition Name Computer for Professor Davis

Requisition ID 0000000143

Business Unit SY769

Approval Justification
This Dell deskiop computer and keyboard are being
Priority Medium purchased for Dr. Davis of the Biology department.
This will benefit the department and the UNT System
by allowing her to complete cutting edge research that
Budget Status valid could bring national recognition to the UNT Sysitem,
and possible granis to fund more research.

Status Open

Purchasing Approval

~ Computer for Professor Davis:Initiated ]33 "**

UNTS Buyer Approval

Not Routed

= Multiple Approvers
g Purchasing Approval acl

UNTS Dept ID - ePro
¥ Line 1:Initiated
Dell Desktop Computer
UNTS Department Approval
Not Routed

@) &, Asher Donna Brooks @
Manager Fiduciary Approva

¥ Line 2:Initiated
Dell Keyboard
UNTS Department Approval
Not Routed
= Asher,Donna Brooks
[=-» Manager Fiduciary Approval el

[#]Start Mew Path

[H]start New Path

| Return | Apply Approval Changes

6. Click on the magnifying glass beside the blank User ID field.

Insert additional approver or reviewer

Choose an approver or reviewer to insert
User ID:
Insert as:
Requestef|| ® approver Number of Lines 2
O Reviewer
Total Amount  1,150.00 USD

| Insert | | cancel |
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7. Enter a full or partial name (Last Name, First Name) into the Name field.
8. Click Search.

verIReviewer Search

>r{(Name)  [begins with V| |

| |userio: |begins with | |

SSean:hH Clear Cancel |

| Search Results

Name

Abbas Qaisar
Al Saad.Qutaibah Majeed
Quavaundra A

Perry Qua\aundra A
Nguyen.Quan Bich Hoang
Chen.Qi

Greenlee Quante’ Lamont
Martin Sr_Quinson Lamont
Bames. Quinton Mr.
Nauyen Quynh

Approver/Reviewer Search

Name: [begins with »| [Saxon, Randall
User ID: |begin5 with V‘ |
_search | | clear | | cancel |

Search Results

10. Click Insert.
Note: If you would like to insert someone as a Reviewer of the requisition instead of as an
Approver, select the Reviewer option.

Insert additional approver or reviewer

| Choose an approver or reviewer to insert

User ID: Q Saxon,Randall J
Insert as: (@) Approver
O Reviewer

et | [cancel
|
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11. Click Apply Approval Changes.
12. Repeat steps 4-11 for each additional Approver or Reviewer you need to add.

Favonias = | Main Manl -  Employes Self-Senice = »  Frocuremant = > Requismion

ﬁﬂn mmt0110 on FSTSTU (easapp12) - 02/08/2016 14:43:37 Al - | Search [ | Aeanted Saattn

Pravisw Approvals

Requested For DBusiness Services-Oen Number of Lines 2
Tolal Amount 1,150 00 LSO
Requisition Name Computer for Profesacr Davis

Requisition ID 0000000143

Husiness Unit Sy 7659

Approval Justification

This Dell desktop computer and keyboard are being

Priority Medium pulchased for Dr, Davis of the Briogy ooparment
This will benetit the cepariment and the UNT Systam
By Allowing hae 1o Complate Culting adgs rasearch that

Budget Status vasd could Brng natkanal recognition Io the UNT System
and possible grants to fund more research

Status Cpen

Purchasing Approval
* G iter for Profe Davis:lniti d [#]start New Fatn
UNTS Buyer Approval

Not Routed

Multiple Approvers
Bl » @ Ficnasng Appeovs | ]

UNTS Dept ID - ePro

= Line 1:Initiated [F]Start New Path

UNTS Dapartmant Approval
Not Routed = Not Routed g
. Saxon,Randall J Asher, Donna Brooks
B @ e | TEF | B pnmcer Poutiary Agpral =

= Line Z:initiated
Dl Keyboara
UNTS Department Approval
Not Routed

Ashor Dooma Brooks
E > a Manager Frlutiany Approval E

[#]start Mew Fain

Return Apply Approval Changes

13. Click Return.

Favorites « Main Meu = 5 Emgloyee kew » T - x
( % mmt0110 on FSTSTU (easappi2) - 02/08/2016 14:43:37 Al = | Boarcn | = | Agvanced Search
Preview Approvals
Requested For Business Services-Gen Number of Lines

Total Amount  1,150.00 USD
Requisition Name Computer for Professor Davis

Requesition 1L ULOU0143

Business Unit SYTE0

Approval Justification
This (268 daskiop ¢
. Or

Status Open

oMpUtar and keybaard ane being
Priority Modim L

"L
© ¥ reational mcogn
and possitie grants 1o fund

Rudpet Status vaig

Purchasing Approval

*  Computer for Professor Davis:Initiated [#]5an new Pan
LINTS Furyer Approval
Not Routed
B & N o 1]

UNTS Dept ID - ePro
*  Line 1:initiated

Diedl Dieskang Compeer
UNT % Deprariment Approval

[E]tart Niw Pt

Not Routed = Not Houted

] ST FEAaET g y “Ashos Donna Biooks | _
¥ et || i e Pk iy gl | D)

Line 2:Initiated
D Keyboara

UNT 5 Department Approval
Mot Routed

‘asner Donna Groaks
B »| B nae s sepcom | D)

[F]start Mew P

Retuen
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14. Click Save & submit.

Edit Requisition - Review and Submit
[Review the #em information and submét the req for approval.

Business Unit  SYTES Univ. of Nodn Texas System

Requester [ESEI00 Business Senvices-lGen

” My Freferences L] Requesibon Sethngs

Requisition Name ‘Computer for Professor Davis
Requisition I} 0000000 143

~Currency LSO Pricrity [Medum  ~
Camstom Frdas
Cort Swmmonry: Toted Amomnt 1.150.00 USD. d° Acamorsmems e
Expand s 10 review shipping and accounting detalis Fisd (4, 1m2al2 & Lot
Requisition Lines v
Line Descngiion Ttem 10 Suppler Cuantity UM Total  Detais Comments  Bid Tab Deiets
> [111 g Doll Deskiop Compubir Summus Industries Inc 10000 Each 1000 00 m Pem = O
Shipping Line 1 “Ship To  |BSCA 400 Q Acd Shipto Comments Quanlity 1.0000 Ll =]
Address UCL"b:ysm Busingss Service Add One Time Asoress Price 1000 0000 Price Adjustment
l
Send W invoesuntsysiem edu Pegaing Inguiry
1112 Dallas Or,, Ste. 4000 Pegping Warkpench
Denton, TX 76205 Custonm Freds
Attention To  Business Senvices-Cen
DueDate  [@rascie @
b Accounting Lines
* [02 gm DellKeysaara Surmmees: Incusiries: Inc 100000 Each 150.0000 150,00 .78 O & WA
Shipping Line 1 ~shipTo [BSCATE00 =% Add Shipto Comments: Quantity 1.0000| ==
Address g::‘rs\rmn Business Service Add Qe Tirmo Addross Price 150.0000 Prie Adjustment
ter
Send to: Invoices@untsystem edu Pogging Incuiry
1112 Dallas Or | Sle. 4000 Pegping Warkbench
Dortan, TX 78205 P ks
Attention To | Business Senvices Gen
o ; i
¥ Accounting Lines
1] Select Al { Desslect Al Salect lines to; | Ace to Favontes 8 ana 1o Template(s) 1 Delete Selectea fMass Crange
Total Amount 1,150 00 USD
Pre-Encumbrance Balance Not Availabie
Shipging Summary
#_ £an tor Al Lines
Ship Ta Locaton BSCA 400
Address UNT System Business Service Center
Send bo! invoices@untsystem edu
1112 Daltas Dr | St 4000
Dentan, TX 76204
To Bzt G
Commments
i ana

Enter ioxquisition comrmints:

Dept. Contact Saranh Jones | Contact Fhone: S#40-505-5555 | Contact Email sarahjonesgdunt edu
ships.

Special Instruchons: Please emall the address above when the order
A Rusbior b aary such i contracts o quobs

L] senda 1o supplier LI snow at Receipt L snown at voucher

- Approval Justification
Enter approval justification for this requisition

A~
~

Edit more Comments and Attachments.

Fhis Dell deskiop computer and keyboand are Deing purchased for Ur. Davis of the Bsclogy
research that cousd bring national recognition to the UNT System, and pogsible grants to fund more

depantment. This will banedt he depanment and the UNT System by allowing her 1o compiete culing edge
research.

B pro-Check Budget Budget Chacking Status Malid

-] Save for Later L Aad More ltems

64 Proview Approvals

__________________________________________________________________________________________________________________________________________________|
Page 45 of 46

UNT System Business Support Services



Note: The Confirmation screen will open.

Favorites ~ | MainMenu ~ > Employee Self-Service v > Procurement- > Requisition

.E“ inrommaTion  mmt0110 on FSTSTU (easapp12) - 02/08/2016 14:43:37 Al ~ | searcn > Advanced Search

Confirmation

Your requisition has been submitted.

Requested For Business Services-Gen Number of Lines 2
Requisition Name Computer for Professor Davis Total Amount 1,150.00 USD
Requisition ID 0000000143 Pre-Encumbrance Balance
Business Unit SY769 Not Avaliable
Status Pending Approval Justification
This Dell deskiop computer and keyboard are being
Priority Medium purchased for Dr. Davis of the Biology department.

This will benefit the department and the UNT System

Budget Status Valid by allowing her to complete cutting edge research that

could bring national recognition to the UNT System,
and possible grants to fund more research.

= g =

lii=|
View printable version Edit This Requisition Check Budget " Pre-Check Budget

Purchasing Approval

Computer for Professor Davis:Pending FSa0 MW
UNTS Buyer Approval

Pending
Multiple Approvers
@ Purchasing Approval E

UNTS Dept ID - ePro

Line 1:Initiated
Dell Desktop Computer
UNTS Department Approval

Not Routed = Not Routed

= Saxon,Randall J = Asher,Donna Brooks
li“’ Inserted Approver E" Manager Fiduciary Approval E

[#]start New Path

Line 2:Initiated
Dell Keyboard
UNTS Department Approval
Not Routed
[ Asher,Donna Brooks B

Manager Fiduciary Approval

[¥]start New Path

Apply Approval Changes

E Create New Requisition B Manage Requisitions

Note: The Manage Requisitions feature in EIS will allow you to
e track the requisition process using the Request Lifespan,
edit the requisition,
cancel the requisition,
re-open the requisition,
complete Desktop Receiving, and
e complete a change request.
For instructions on using the Manage Requisitions feature in EIS click here.
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