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Review Date: N/A

Title: Editing Requisitions
If a change needs to be made on a requisition before it has been sourced to a purchase order
and sent to a vendor, it can be edited.

To edit a requisition, follow the steps below:

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

UNIVERSITY ©@F NORTH TEXAS SYSTEM™

S Enterprise Information System

System Login
EUID {requirad)
The Enterprise Information System is the primary administrative

Password (reauirad) information resource for the University of North Texas System.

Trouble logging in?

Activate my account

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.

What's my EUID?

Reset my password

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

e Tuesday 7:00 - 9:30 pm

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

Sunday

Web Browsers & Settings

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

+ Google Chrome 24

« Firefox 17

« Internet Explorer 11, 10, 9, and 8

e 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.

State of Texas e 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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3. Click Main Menu.

Favorites | Main Menu ~
RiSaaon  test_POeProEntry on FSTSTU (easapp12) - 12103/2015 09:27:18 Al = Search
Top Menu Features Description 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 e i
subfolders aime

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

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

Favorites + | Main Menu v|
Search Menu:
'Els T ] . 02/06/2016 12:54:09 Al ~  Search » [
=] 2 Crocurement) 5 Requisition
Top Menu Feat| (1  Manager Self-Serice E] Employee Project Cent: E
ca Purchasing D Travel and Expense Ce| D Receiving
8 eProcurement 3
The menuisnol ry  goices Procurement , fin Menu to get started.
Highlights 3 Commitment Control 3
Recently Useq ] Real Time Bottom Line »
Favorites meny 3 gqt Up Financials/Supply Chain 3
3 Enterprise Components »
8 workist v
3 Reporting Tools »
Breaderumbs| (1 PeopleTools »
path and give y [5]  change My Password
subfolders
[E wyPersonaizations
Bl wy system Profie
D My Dictionary
Menu Search, B myFeeds
supports type STEETWIMCTITERES IO PEgES
much faster.
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5. Verify that the information in the Business Unit and Requester fields is correct.
6. 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.
7. Click Search.

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

inFormation  mmt0110 on FSTSTU (easappi2) - 12/23/2015 11:39:20 All  ~ | Search | Advanced Search

Manage Requisitions

To locate requisitions, edit the criteria below and click the Search button_

Business Unit|SY76% aQ Requisition Name (s}
Requisition 1D Q Request State | All but Complete v Budget Status v|
Date From [12/16/2015 E] Date To [12/23/2015 E1
Requester E15203 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.

ReglID Requisition Name BU Date Request State Budget Total
0000000115 Computer for Professor ... SY769 1272172015 Open Not Chk'd 1,150.00 USD |[Select Action] v| Go
0000000114 Comment Test SY769  12/18/2015 Pending Valid 100.00 USD |[Select Action] vl Go
0000000113 Computer Desk for Dr. D... SYT69  12/18/2015 Approved valid 600.00 USD |[Select Action] V|| Ge
0000000112 Computer for Professor .. SYT69  12/18/2015 Pending Valid 1,150.00 USD |[Select Action] V|| Ge

Create New Requisition Review Change Request Review Change Tracking Manage Receipts Requisition Report

8. Click the triangle icon next to the Req ID to view the current status of the requisition.
. ey ) .
Note: The requisition’s status screen will open.
Favorites « | Main Menu » > Employee Self-Service v > Procurement »

rFormaTion  mmt0110 on FSTSTU (easapp12) - 12/23/2015 11:39:20 All  ~ | Search » | Advanced Search

Manage Requisitions

Search Requisitions

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

Business Unit SY763 Q Requisition Name Q
Requisition 1D (e} Request State [ All but Complete hd Budget Status V\
Date From |12/16/2015 El Date To [12/23/2015 [
Requester E15203 (e} Entered By Q POID Q,
Search Clear Show Advanced Search

Requisitions (7

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

Reg ID Requisition Name BU Date Request State Budget Total
0000000115 Computer for Professor ... SY789  12/21/2015 Open Not Chk'd 1,150.00 USD |[Select Action] vl Go
0000000114 Comment Test SY769  12/18/2015 Pending valid 100.00 UsD |[Select Action] vl co
0000000113 Computer Desk for Dr. D... SYT69  12/18/2015 Approved valid 600.00 USD |[Select Action] vl co
O 0000000112 Computer for Professor ... SYT69  12/18/2015 Pending valid 1,150.00 USD |[Select Action] V| Go
Create New Requisition Review Change Reguest Review Change Tracking Manage Receipts Requisition Report
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9. Select Edit from the requisition’s associated dropdown menu.

Manage Requisitions
w Search Ri it
To locate requisitions, edit the criteria below and click the Search button.
Unit [SY769 Q isition Name | lay
RequisitoniD||& Request State [Al but Complefe v Buggetstaws[ v
Date From D2/13/2016 Date To |02/19/2016 [E
Requester E92200 o EneredBy[Q PO
| seamh | Clear | Show Advanced Search
| Requisitions (7)
Approvals —_—
To view the lifespan and line items for a requisition, click the Expand triangle icon Copy Go
To edit or perform another action on a requisition, make a selection from the Action dropdown list and click Go. Edit
ReqID Requisition Name BU Date Request State Budget Total View Cycle Go
v 0000000154  Computer for Professor...  SY769  02/19/2016 Pending Valid 1,150.00 UsDjjView Print —
Requester Business Services-Gen Entered By Thomas,Meesha Meoria Priority Medium &I
Pre-Encumbrance Balance Not Available
- — V-
e ¥
Requisition Approvals Inventory R“C fase Receiving Retums Invoice Payment
Request Lifespan:
Line Information Personalize | Find | ] ] E First 1-20f2 ¥ Last
Line Description Status Price Quantity UOM  Supplier
1 ﬁ? Dell Desktop Computer Pending Approval 1000.00000 usD 1.0000 EA ‘Summus Industries Inc x
2 ﬁ? Dell Keyboard Pending Approval 150.00000 usD 1.0000 EA ‘Summus Industries Inc x
) 0000000153 00DDDOO153 SY760 021972016 Open Valid 10.00 USD [[Select Action] v][ o |
b D000DDD152  computer for Dr Phil SY769  D2M8/2016 Pending Valid 990,00 USD [[Select Action] hd H Go
Create New Requisition Review Change Request Review Change Tracking Manage Receipts Requisition Report

10. Click Go.

Al ~ | Search
Manage Requisitions
| ™ Search Requisitions
Ta Incate muisitions, cdit and chck fhe Seaech bution
Business Unit 3 I Name | e
Requisition I o Request State [All but Compiets ~] BudgetStatus| %]
Date From 121182015 (C] Date To 12232015 i
Requester 15203 (=% Entered By = POID =8
- m'ml_cw_ Shaw Advanced Search
Hoquisitinns 7
To view the ifespan and line ftems for a requisition, click the Expand triangle lcon.
To edit or perform ancther action on 3 reguésiion, make 3 selection trom the Action dropdown list and click Go.
Rea D fRequisition Name BU Date Request State Budget Total
b ODOODODTI5 Compuler for Profossor ... SYTEO 12212015 Open Mot Chicd 1,150.00 usD [ISelect Action] ~|| _6a |
b D0OO0D0114  Comment Tes! SYTE)  1IAP01E Pending Aalid 10000 UsD ISt Action] ~| Ga |
w 0000000113 Computer DeskforDr. D SY762 121872015 PO{s) Created Walid 600.00 usD|[Eat v
Requester Farilities Mainienance Entered By Thomas,Meesna Maoria Priority Medium
Pre-Encumbrance Dalance Not Availabie
= = = oy ]
) & & & ¥ g g 9
Fogquisition Approvels Imveniony Catia n_x_‘u‘"" Fecenving Fneums Payment
Request Lifespan: §
Line Information Personaiize | Fina | 0] B mest 4 1zorz b Lasmt
Line Description Status Price Cuantity UOM  Suppilier
1 £ Compuler D=k POChated  500.00000 usn 10000 EA Surmmus dstries nc x
2 & Dell Printer POCreated  100.00000 uso 1.0000 EA BUMMUS INGUSTTES Inc x
b 0000000112 Computerfor Professor,.  SY760 121182015 Pending valid 1,150.00 UsD|iSeiect Action] v e |
Cresates Nerw Resquisition Review Change Ruguest Roview Chisnige Tracking Mariage Roceips Roquistion Repart

. ____________________________________________________________________________________________________________________________________________|
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11. Click OK.

This, iquesition &5 pending approval Fdreg the raquission may rinifialize sppeval process. (1RO 248)

I =

12. Click on the gray triangle " next to Accounting Lines to reveal the Chartfields.

Edit Requisition - Review and Submit

Review the item information and submit the req for approval.

# My Preferences * Requisition Setfings
Requisition Summary
Business Unit SY769 Univ. of North Texas System isition Name |The Festus Gruop-Victor Aimuyo |
Requester Susiness Senvices.Gen Requisition ID 0000007281 Copy B Vendory
<ority [High ~ Jelete Bid Vend|
“Curency B [ Reresn |
Custom Fields
‘Cart Summary: Total Amount 2,100.00 USD ar ‘Add More ltems
Expand lines o review shipping and accounting details First (4) 1to1of1 (b Last
‘ Requisition Lines (7) ‘
Line Description Iitem ID Supplier Quantity uom Price Total Details Comments Bid Tab Delete
¥ [J1 g» Cognos training 1gopp  Each 2100.0000 210000 [ P et & @
Shipping Line 1 *shipTo [Bscas0 ] Ad Shipto Comments  Quantity
Address gNTl System Business Senvice Add One Time Address Price  2100.0000 Price Adjustment
enter
8end to: invoices@untsystem edu Pegging Inquiry
1112 Dallas Dr, Ste. 4000 Pegging Workbench
Denton, TX 76205 Custom Fields
Attention To
Due Date  |0310/2016 [5)
O Accounting Lines
[ Select Allf Deselect All Select lines to: [ Add to Favorites Add to Template(s) I Delete Selected iZ.Mass Change

Total Amount 2,100.00 USD

Pre-Encumbrance Balance Not Available
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13. Review Chartfields 1 and Chartfields 2 to determine if changes are needed.

Accounting Lines Personalize | Find | View Al | 2 | [ First ‘&' 10of1 &/ Last

<C|'Ial1ﬁ9|dsi> Chartfields2 Details Details 2 Asset Information Asset Information 2 Budget Information
Percent Merchandise Amt |GL Unit Entry Event

=Y Q BE

Line Status Dist Type [*Location (Quantity

a, 1.0000| | 100.0000 2,100.00|5Y769

1 (Cpen BSCP 400

Personalize | Find | View Al | 20| B First (0 10t (&) Last

Accounting Lines

Chartfields1 |CChartfields2 Details Details 2 Asset Information Asset Information 2 Budget Information
| Account At Acct  [Dept E‘;;‘d Fund Function PC Bus Unit  |Project |Activity Program Purpose Site |Affiliate Fund Affiliate
55253 |Q [7243]@ [926000 @ [200]Q [830007 |Q (550 a | la a | @ | a la la a | a =

14. Click the box next to the appropriate Line(s).

Favortes = | MEnMenu 5 Enpioyee SefiServces 5 Procureminie - Regundon

e, MEIN001 on FSTSTU (easapp12) - 03/25/2016 11:14:21

Edit Requisition - Review and Submit
Fisisa 108 1R IfEFMANan NS SUEM I0G FRg for Bpprenal
My Prasevences
Raquisitian Summary
Rusiness Unit ST700 Uesy of Mestn Taxas System Rirquisition Nasne [T 0D Vichor ARG
oo G
Requester E43300 B RO Requisdtion 10 SR TR N
. oy SO Proarity 1 Delats fis Vand
Curwncy  USD Fiewosn
en Fiics
Can Summasy: Total Amoust 2,100.00 USD
FAPANE RS 5 1SN REOAG 3 AELELATRG SATAES Fst 1 » Lam
Requisition Lines
Lne  Description e 1D Suppber Ducariy -] Price Tolal Dot Comments 540 T30 Dehwte
Oia Cognos baining 10000 Exn 2100.0000 noecs @ P @& 0
Shipping Lina 1 “Ship To Ackd Shiptn Commants Cunstiny 1000
Adidrass Add One Time Addness. Price 21000000
Antention To
Due Date
 Accounting Linas
“Dustribute Dy hdl
Accounting Lines Personaize | Fod [Vewal | 2 B Fm 4 10 Last
Chartlieids? | Detais | Degais2 | Assetinformation | Asset jnformation 2 || Budget Information. | [F59
T
nccount it dccr  foepe o lruna [rmcnon Pc Bus Uit [Project ncovny Progeam Porpose e amiaze Func Aisne
BRSO [VAeETOy |SN000 0L (2000 |S0001 |Qy (550 o | o | Q aQ | Q| a | o | a ¥l
[ Seect Al 1 Desebect A8 ‘Solact linas io: [l A2 9 Farvorites 53 aca 1o Temptateys; T Delete Seiecred

. ____________________________________________________________________________________________________________________________________________|
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15. Click Mass Change.

Favories ~ ManMeru - - Dnpicyes SeifSenice~ . Procesmant - Requisiion

m mkI0001 on FSTSTU (sasappl2) - 0126/2016 11:14:21
Edit Requisition - Review and Submit
Pl Ho st oot s s b ey for prcnca
sty Pratareness
Hequisition Summary
Business unit | $Y758 Uinie. of Hofh Texas Systerm Hequisition Name [T
W
Frequeater E42300 By Fequisition 10 oty B ¥e0dory
1 Dot Bid Viono
i L Pricaity | =
Camency USD .
Cusiom Fisos
Cant Summary: Total Amount ,100.00 USD
Expand nes 10 meview SDRING and ACCoUNTng dotads Farst et Last
Hogquisition Linas
Une  Description e 1D Supehet Chaniity UOm Price Totsl Cotats Commects B0 T30 Delels
v 1 g Cognos aining rooog  Eah 21000000 nooce Pem @ 0O
shippmng Line 1 *ship To Add Sriphis Carmmarts Guantity 1.0008
Adddrens A Cne Time Agcrass Price 7100 0000 Price Adpaimant
Pogging inquiry
Progging Workbench
Custom Fiokds
Atention To
Due Datn i1
+ Accounting Lines
“Dintritute oy |0 ~
Accounting Lines Peesanakze | Poa (Viewaa | C0) B mest 4 rany & oLaew
Chardielos! || Chariedds? | [etase | Dejais? | Assel infemation | Asset fiermason 3 || uciost informancn | [0
[ Arroxarn A Aect  (wed ool S50 Funetion i fha i [Propect [ty ogram Parposs utn AMmuuste s Ammtate
FR353 @ |7343 | [Ran000 oy [7007Qy {#30001 [0y (550 =} =Y a | (=% o =N = e =% l|=N
[ Salset A1 | Dasainet A% Sabect lines to: i A 10 Farvornes i Ago o Tempiateis) T Cisista Seteciea

16. Enter the appropriate GL Unit in Chartfields 1.
17. Enter the appropriate information for the remaining required Chart of Account fields where needed:
o Dept
e Fund Cat
e Fund
e Function

Note: Account and Alt Acct should remain blank.
18. Click OK.

Favorites = Main Menu -~ r S Ed

-

m mKI0001 on FSTSTU (easapp12) - 03/28/2016 13:09:28

Edit Lines/Shipping/A ing for Sel d Lines

Lime Information 7

Note: The information below does nol refloct the data in the selected requisition lines. Whon the ‘0K’ button is clicked, the data
entered on this page will replace the data in the comesponding fields on the selected lines that are available for sourcing.

Supplier ID (=8 Supplier Location a,
Huyer A, Calogory x

Shipping Information

TR Lonaton a Addt G Tame Addnoss
Due Date it Attention
Comments
Accounting Lines
SpeedChart a
Ploane enter GL Business. Uni before selecting other chartfiold values
Accounting Information Porsanalize | Find | 0] [ First & 1of1 ' Last
Chanfields1 Detaus Asset information [aaal’}
Percent Location GL Unit Account AmAcct  Dept fand. yund Function
1 o [&vTEe oy (8 o (923000 @, [200 [y, 830001 oy (200
< >
Load Values From Defauits
oK Cancel
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19. Select All Distribution Lines or Matching Distribution Lines.
Note: Do not select the Replace Distribution Lines option.
20. Click OK.

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

ENTERFRISE  mkI0001 on FSTSTU (easapp12) - 03/28/2016 13:09:28

Distribution Change Options

For the selected requisition lines that are available for sourcing, apply distribution changes to

(®) Al Distribution Lines

Apply changes to all existing distribution lines.

(O Matching Distribution Lines

Apply changes to each existing distribution line by matching the distribution line numbers.

Replace Distribution Lines

Remove the existing distribution lines and replace with the distribution lines changes.

QK Cancel

21. Review Acct and Alt Account fields under Accounting Lines in Chartfields 2 to ensure the
information is correct.
22. Make changes as needed.

’791\.(.-;- MEnMany = o Frployes SeESenics = . Procuement= + Requisscn

,;_% mKi0001 on FETSTU (easappi2) - 0312872016 13:00:28

Edit Requisition - Review and Submit

Rerview the item irformation and submé the neq for apoeoval »
My Pritonences
Requésision Summary

Dusiness Unit Y768 Uriv. of North Texas System Reyuisiton Nare |18 FAUILE Geg Vielar Amiye
Reqisester £50000 Bubinead Servioss-3en Frequisiion 1D 300000734 Copy Bl Venaors
= Delota i Vand:
‘Cumency  USD

Can Summary: Tatal Amoust 2,100.00 USD
Expand ines &9 review ShIping and BEcountng detais First 4 1ot by Lt

Requisition Lines 3

Lina  Descripton om0 Supphar Ouanity oM Totsi Detats Comments BaTah Delse
v D1 g Cogoos g 10000  Each L Fe & 0O
Shinping Line | *Ship Te Crasnitity 1
hddress Price 21000000
Anention To
D Date 031

* Accounting Lins
“Tustribute By |6 wi

Accounting Lines

Pomonaize | Fing | View ArTEY] B Fest 4 10f1 O Lt

Chareis] | Chartfieldss | e Asset jnfonmation 2 | Foogat Infomton: | TR

e e ey o fum i (pregocs ety rogran{pose i,.,. e I..,.. At
R el ] Q Q a Q a al  m aQ Q
. Dr, i
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23. Change Ship To, Due Date, or Quantity fields as appropriate.
24. Click the item name under the Description category.

Favorites = Mamn Menu =

Edit Requisition - Review and Submit

Foervairw by irem irforraation an

e e 1) T ApDNovi
Kequistion Summary

Business Unit  S¥/60
Rogquaster £15203

Cumoncy  LS0

Cart Surmmary: Tofal Amount 800.00 USD
Expana ines 1o review Shinping and sccounting detais

Requisition Lines 7

Line Item 1D
* 11 g Computer Desk
shipping Line 1
Address
Attantion To

b Accounting Lines

= 112 g Deli Printer

“Ship To
Addross

Shipping Line 1

Atimntion To

Due Dat

b Accounting Lines

[[] Setect Al Deselect Al Sehoct s b

B mmt0110 on FSTSTU (easappi?) - 12/2312015 13:48:17

Univ. of horth Texas System

Facuts M

Supplier

Summus Industnes Inc

UsSs 135

UNT ¢ al Rnceiving
Danton, TX 76205

Facilites Maintenance

12E1F0N5E

Summus Industrios inc

USE 135

UNT Central Receiving
Denton, TX 76205
Faciibes Maintenance
12

| Ao o Favorites

e

Ul Add to Template(s)

+ Employse Self-Service =+ Procwement = 5 Manags Requsfions +  Requisition

Al = Search

»

Heguisition 1D 0000000113
Priarity [® :

-+
Quantty UM
10000 Each

Add Shipto Commeants

A Cme Tirme Asdiess

10000/  Each

Add Shipto Comments

Aca Ong Tis Asdress

My Proferences

Requisition Name

W poqunivon Setings

Computer Desk for Ot Davis

~]

Custom Flesds

Aod More liems

Prica

Ouantity

Price

[ Dalsts Setected

Dietoto Bid Viend|
Refresh

First s

Price Totad Detase Comments B Tab Delate
00,0000 00,00 M Oax ™
1.0000 +l
5000000 Price Adjustmant
Peaging inquin
Pegging Warkbnaen
Custam Feids
1000000 100.00 m ) opg  om
1.0000 +l
100.0000 Prico Adjustment
Pegping Inguiry
Peguing WiorkDench
Custom Fapids
TEMass Change

Total Amount 50000 USD

25. Change information in fields as needed.

Favorites » | Main Menu » >

Edit Requisition 2

Facilities

Reguest Options 2

New Requisition

Employee Self-Service » > Procurement » >

Search

Manage Requisitions >

inFormaTion  mmt0110 on FSTSTU (easapp12) - 12/23/2015 13:48:17

Requisition

All

Search #  Advanced Search

! E 2Lines

Home Ve My Preferences Requisitiun Setlings

[ Search | Advanc

| Checkout |

ed Search

ePro Services
New Requisition

Web

Forms

Favorites
Recently Ordered

External Catalogs

Apply |

*Goods/Service |Computer Desk
Description .
Quantity 1 Unit of Measure |EA
Amount 500.0000 *Currency Code USD
*Category [204-64 a
Supplier ID |00DO0DG227 Q Suggest New Supplier
Supplier Name |Summus Industries Inc @
Quote Number 338583888 ? Quote Date |12/18/2015
Beginning Date |12/25/2015 ? Date of Completion |12/31/2015 |[5] ?
Additional Information
=
Send to Supplier Show at Receipt Show at Voucher

UNT System Business Support Services
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26. Click Apply.

Edit Requisition =

Welcome  Facilities Maintenance

Request Options

All Request Options

ePro Services
New Requisition

Web

Forms

Favorites
Recently Ordered

External Catalogs

@ Home /My Preferences 388 Requisition Settings -] 2 Lines
Search [Al V]| | “search | agvanced searcn
New Requisition

*Goods/Service |Computer Desk

D

Quantity l—lz

Amount 750.00

‘category [264 g

Supplier ID 0000006227 Q
Supplier Name | Summus Industries Inc Q@
Quote Number ?
Beginning Date [12252015 | 7

*Unit of Measure
“Curtency Code

‘Suggest New Supplier

‘Quote Date _12:'1812015
Date of Completion [12/31/2015 |5 7

| Ea]

[] send to Supplier [ show at Receipt

Apply

[ show at Voucher

UNT System Business Support Services
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27. Click Submit.

Review the item information and submit the req for approval. »
My Prefarences L] Requisition Settngs
_Requisition Summary
Business Unit | SY769 Uniiv. of North Texis System Requisition Name |Computer Desk for Dr. Davis
Requastor [E15203 Facililies Mainterance Requisition 1D 0000000113 | Copy Bid Vandorg
: Priority [Modum | | Delete Bid Vend:
Currency USD " Rohesh |
GCustom Frekis e
Cant Summary: Total Amount 1,600.00 USD <= Add More ltems.
Expand lines 1o review shipping and accounting cetalls. First (4 1w2ol2 b Last
Requisition Lines (i
Line  Description Hem 1D Supplitr Quamntity uoM Price: Toldl  Detalls Comments Bid Tab Delete
~ 01 g Computer Desk Summus Industries Inc 70000 Each 750.0000 150000 MR ) pge e
Shipping Line 1 *shipTo  [USB 135 @ Acd Shipto Comments Quantity | 20000
Address  LINT Cantral Recaing Add Ona Time Addrass Prica 750.0000 Price Agjustment
Denton, TX 76205
Puggmng Incuiry
Attention e Facililies Maintenance Feggng Workdencn
Oue Date 1331720 o Custom Fiekis
¥ Accounting Lines
¥ [12 g Dell Printes Summus Industries Inc 10000 Each 1000000 wooo My O pdd =
Shipping Line 1 *ShipTo |USE 135 =% A Ships Comments Quantity 1.0000] [+
Afdress  UNT Central Recetving A0 O Time Adiess Price 1000000 Price Adjustment
Denton, TX 78205
Pegging Inquiry
Altention To Faciities Mantenance Puggng Workbiench
Due Date  [12:312015 IE] Custom Fields
b Accounting Lines
[] Select All  Deselect All Select nes to: | A 1o Faverites 38 Ad to Template(s) 1 Delete Seiected !Bvass Change
Total Amount 1,600.00 USD
Pre.Cncumbrance Balance Mot Avaitable
Shipping Summary
& it for Al Liness:
Ship To Location use 135
Address UNT Central Recaiving
Denton, TX 76205
Allention To Faciibes Mantenance:
Comments
Comments and
Enter requistion comments
The vendaor ofered a deal of 2 for 5750, Instead of 1 1or 3500, 50 we are now buying 2, and has ~
Dent Contact: Sarah | Contact Phone: 940-555-55551 Contact Emall: sarahionesiiunt edu | v|
[ send to Supptier [ Show at Receipt [ shown at Voucher o na
Approval Justification
Enter for this
Dot Contact. Sarah | Gontact Phone. 54055555561 Contac! Emal sarahjones@un edu | 3l
Spacial Instruchons” Pitase cmail the address abowt when the orger ships
Furpese Statement: This purchase will alow Professor Davis 1o conduct cutting edge research which could resut in grants and national recognition for the UNT System.
L] " [l . Budget Checking Status:Not Checked
8 Submit | B 5ave Before Submit 2 Acd More ltems €D Preview Appravals

UNT System Business Support Services
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Note: The Confirmation screen will open.

The edited requisition will be re-routed through the normal approval process.

When a requisition has been changed, the system displays the Change Request/Line
Approval Summary area, which provides details about the changes that have been made to
the requisition.

Favorites | Main Menu ~ > Employee Self-Service » > Procurement ~ > Manage Requisitions > Requisition
Fm‘“’""i% mmt0110 on FSTSTU (easapp2) - 12/23/2015 13:48:17 Al | Search » T
Confirmation

Your requisition has been submitted.

R For Facilities ce Number of Lines. 2

Requisition Name Computer Desk for Dr. Davis Total Amount  1,600.00 USD
Approval Justification
Dept Contact: Sarah | Contact Phone: 940-555-55551

Requisition ID 0000000113

Business Unit SY769 Contact Email: sarahjones@unt.edu | Special
Instructions: Please email the address above when the
Status See Lines order ships Purpose Statement: This purchase will
allow Professor Davis to conduct cutfing edge research
Priority Medium which could result in grants and national recognition for

the UNT System.
Budget Status valid

Track Batch 1

4 =)
é View printable version i Edit This Requisition ﬂa Check Budget ¥ Pre-Check Budget

Purchasing Approval

(EView/Hide Comments

Computer Desk for Dr. Davis:Pending [¥]Start New Patn

UNTS Buyer Approval
Pending

@ Multiple Approvers _@
Buyer Requsistion WF Approval

Comment History

UNTS Dept ID - ePro

Line 1:Initiated (2 ViewlHide Comments
Computer Desk [¥]Start New Patn

UNTS Department Approval
Not Routed

> Asher,Donna Brooks |

&Pro Req Dept Manager

Comment History

Line 2:Initiated (& ViewlHide Comments
Dell Printer [F]start New Path

UNTS Department Approval
Not Routed

o, Asher,Donna Brooks
E" ePro Reg Dept Manager E

Comment History

Change RequestiLine Approval Summary Personalize | View All | 1of1
Line Item Description Change Request Line Re-Approval
1 Computer Desk Created Routed for Approval
Apply Approval Changes

Ié“Creale New Requisition % Manage Requisitions

UNT System Business Support Services Page 12 of 12



	Title: Editing Requisitions

