SOP #:4.2.3.1 Area: Purchasing
Title: Purchases $5,000.01 - $25,000.00 Effective Date: 03-01-2016
Version #: 1.0 Revision Date: 08-17-2016
Approval Date: 02-26-2016 Review Date: N/A

Title: Purchases $5,000.01 - $25,000.00

Purchase transactions from $5,000.01 - $25,000.00 require three informal bids or quotes,
including a minimum of two from Historically Underutilized Business (HUB) vendors. For assistance
finding a HUB vendor, click here or email HUB@untsystem.edu. Orders should be awarded to the
vendor that provides the best value to the institution.

Note: Exceptions to Bid Requirements include Sole Source, Proprietary, Cooperative Contract,
State Contract or UNT System Contract. See Procurement Guide for additional instructions.

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 a minimum of three bids or quotes from vendors.
Note: Price quotes may be taken by phone, by fax, or by email and documentation must be
kept on file. 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 OF NORTH TEXAS SYSTEM™

-EIS Enterprise Information System

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

Password (requir=d) 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 Enterprise Information System (EIS) currently supports the following Web browsers and

. . versions:
Service may be interrupted
. » Google Chrome 24
during these regular e Firefox 17
maintenance times: » Internet Explorer 11, 10, 9, and 8
= Tuesday 7:00 - 9:30 pm « Safari 6
# Thursday 7:00 - 9:30 pm
« Saturday 7:00 pm to noon MNote: 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 & University of North Texas Dallas « UNT Dallas College of Law
©2014 University of North Texas System = Site changes to System Portal Administration « Last meodified August 12, 2014
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4, Click Main Menu.

Favorites ~ ‘ Main Menu -

m""’m“' mmt0110 on FSTSTU (easapp12) - 02/20/2016 13:10:24 Al o+ | Searcn > | Advaneedisearcn

Top Menu Features Description c ov

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 b
subfolders s

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

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

Favorites ~ | Main Menu vl
Search Menu:
'Elg At ® R 02/20/2016 12:08:28 Al ~ | Search > [T
3 (Employee Sel-Service > Procurement @
Top Menu Feat| C1 Manager Selr Service [El  Employee Project Cent Bl Manage Requisitions
0 purchasing [E]  Travel and Expense Ce| Bl Recsiving
03 eProcurement 3
Themenuisnol my  gonvices Procurement , [in Menu to get started
Highlights 3 commitment Control »
Recently Use: 3 Real Time Bottom Line 3
Favorites meny [ get Up Financials/Supply Chain »
03 Enterprise Components 3
03 workiist 3
3 Reporting Tools »
Breadcrumbs| &) PeopleTools >
gsg;;gsrg.ive D Change My Password
D My Personalizations
B my system profie
5 wmy Dictionary
Menu Search, B wyFeeds
SUPpOrts type AMEETFWINETHITERES TNy Pages
much faster.

UNT System Business Support Services Page 2 of 48



6. Verify that the information in the Business Unit and Requester fields is correct.

Favorites v ‘ Main Menu - > Employee Self-Service~v > Procurement~ > Requisition

.E“ iNromwation  mmt0110 on FSTSTU (easapp12) - 02/20/2016 13:13:02 Al ~ | search > Advanced Search

Requisition Settings

Business Unit (SY769 | QL Univ. of North Texas System Requisition Name

“Requester |E92200 Q. Business Senvices-Gen Priority

*Currency uspb
Custom Fields

Default Options (7

O Default If you select this option, the defaults specified below will be applied to reguisition 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 Q
Shipping Defaults
ShipTo |[BSCA 400 Q Add Cne Time Address
Due Date Attention

Distribution Defaults
SpeedChart Q
Accounting Defaults Personalize | Find | @\ E First ‘&' 10f1 &/ Last

Chartfields1 || Details || AssetInformation

Fund

Dist Percent Location GL Unit Account AltAcct Dept Cat

Fund Function PC Bus Unit Proj

1 BSCP 400 |Q [8Y760 |@ Q Q [522000 |, Q Q Q Q
< >

OK Cancel

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 |7i2ne for Dr. Paul
“Requester |E92200 Q' gusiness Services-Gen Priority

*Currency usD

8. Click the magnifying glass next to Supplier field.

Line Defaults (?

Supplier @ Category Q
Supplier Location Q, Unit of Measure Q,

Buyer Q
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9. Enter the vendor name into Name field.
10. Click Find.

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

.E|§ incormation  mmt0110 on FSTSTU (easapp12) - 02/20/2016 13:13:02 Al | Search

> | Advanced Search

Supplier Search

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

Postal Code

Note: The defaults specified below will be applied to requisition lines when there are no predefined
values for these fields

0K 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
ENTERPRISE
mmm mmt0110 on FSTSTU {easapp12) - 02/20/2016 13:13:02 Al - Search » |Ehstvanced Seanch

Supplier Search

SUEDBEID ‘ g
Name Metroplex Piano Reset
Short Supplier Name

Alternate Supp Name

City
Country Q State
Postal Code
Search Results Personalize | Find | View Al | 22 | = First ‘4 10f1 & Last
SupplierID  Supplicr Name E;g;""‘m g:iac‘::&igﬁ"““ Address City State
10000065733  Mefroplex Piano Inc 000 9292 LBJ Frwy Dallas > %

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

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

.E|§ WNromMAToN mmt0110 on FSTSTU (easapp12) - 02/20/2016 13:13:02 Al ~ | search > Advanced Search

Requisition Settings

Business Unit |SY769 |Q Univ. of Norih Texas System Requisition Name |"iano for Dr. Paul

*Requester [E92200 Q. Business Services-Gen Priority

*Currency usD

Custom Fields
Default Options (2

) 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 0000065733 i Category Q
Supplier Location 000 Q Unit of Measure s}
Buyer 2
Shipping Defaults
Ship To BSCA 400 Q Add One Time Address
Due Date [ Attention

Distribution Defaults
SpeedChart o}

Accounting Defaults

Chartfields1 || Details | Asset Information

Personalize | Find | 2] e First ‘& 1of1 &/ Last

Dist Percent Location GL Unit Account AltAcct Dept Pund Fung

1 BSCP 400 |@ [SY788  |Q, Q @, (922000 | Q Q Q Q

Function PC Bus Unit Proj

>

oK 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

Chartfields1 Details Asset Information | |[F5¥

Dist Percent Location GL Unit Account Alt Acct  Dept E:?d Fund Function PC Bus Unit

1 BSCP 400 |Q [sv7ee |Q a Q [@22000Q [ @) Q| Q Q

Personalize | Find | £ E First ‘&' qof1 ‘& Last

Proj

>
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13. Select the appropriate Fund Cat from the Look Up Fund Cat dropdown.

14. Click on the magnifying glass next to Fund.

Look Up Fund Cat

SetiD SHARE
Fund Category[begins with v||
Description| begins with w||

Clear_| [ cancel

| Search Results

~ | view 100 First (4 128028 (B Last

~ Educational & General
el
Designated Operating-Managed
Designated Operating-General
‘Quasi Endowment Spendable
Unrestricted Loans
‘Quasi Endow Corpus and Apprec
Restr Expendable
Restr True Endowment Spendable
Restr Quasi Endowment Spendabl
.Lnans.«'il:u-! Coniracts . .
‘Rest Quasi Endow Corpus/Apprec
‘Restr True Endowment Apprec
Restr Expendable Cap Cnirbin
‘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 [CONYV ONLY]
Suspense NTfund 93 [CONV ONLY]
‘Suspense Unmapped [CONV ONLY]
‘Suspense for Plant [CONV ONLY]
Suspense Inactive [CONV ONLY]
‘Suspense [CONVONLY]

Accounting Defaults

Chartfields1 || Detals || Asset Information |

= =
Personalize | Find | 0] B First 4 q0f1 0 Last

st PCBusUnit  Proj

Dist Percent Location GL Unit Account Alt Acct  Dept Cat Fund Function
1] |[Bscr @0 o [sves @ | Q[ |a [ez2000 @ [2ooje, [ ()

Q| Ja ]

<«

>
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15. Select the appropriate Fund from the Look Up Fund dropdown.

Look Up Fund

SetiD SHARE
Fund[begins with v ||
Description [begins with |

| lookup || Clear || Cancel | Basic Lookup

Search Results
Only the first 300 results can be d\'spl;yed, .
Miew 100 First 7@ 1oz & Last
100003 DepOp/QEnd-Majorie Wilsan Orgn
100004 DepOp/QENG-Schi Of Visual Arts
100005 DepOp/GENd Unrest Gift fund

| 100007 DepOP/QENG-Getty Musical Art
100008 DepOR/QENG-L Murchison Tutor
100008 DepOp/QENd-Prsdnt's Crarston
100013 DepOp/QENd-Chas H Fleming Trst |
100015 DepOp/QENG-Everstt Foundation
100017 DepOp/QEnd-Trip-Onstead Inst
100021 DepOp/QENd-Rbt F Rsv Ser 1999
100022 DepOp/QEnd-Rbt Fn Rsv Ser 199
100023 DepOp/QENd-Rev Fin Sys Ser 05
100024 DepOp/QENd-Employee Ben Prg
100025 DepOp/GENd-Unt Hith Sef Ins
100026 DepOp/QEnd-Journalism Pr Endow
100027 DepOp/GENd- Lone Star Chair
100026 DepOP/QEN-UNT Quasi Endow

130001 Schol/QEng-General Univ
130002 Schol/QEnd-Decker

130003 Schol/QEnd-Eagle Escapades
130004 SchollQEnd-Boeing Elec Tech
130005 SchollQEnd-H W Wilson
130006 Schol/QEnd-Dr James Tad Lot
130007 Schol/QEnd-Pres Council

130010 ScholiGERG-L Mu

130011 Schol/QEnd-L Murchison Costum
130012 Schol/QEnd-L Murchison Dramate |
130013 Schol/QEnd-Paramount Picturs
130014 Schol/QEnd-Paramount Pic/D&D
130015 SehollQEnd-Paramount Bio Sci
130016 Schol/QEnd-Paramount Pic/CVAD
130017 SchollQEnd-Men's Golf

130013 Schol/QEnd-Chancellor Hotel
130019 ScholQEnd-CMHT—Banfi Vintner
130020 ScholQEnd-Auxiliary Services
130021 Schol/QEnd-L Murchison Grad
130022 ScholQEnd-TCOM Minority

130073 SchollFnd-Grainnar

16. Click on the magnifying glass next to Function.

Accounting Defaults Personalize | Find | 2] & First & 10f1 & Last
Dist  Percent Location GL Unit Account AltAcct Dept ‘F:‘;“’ Fund Function PCBusUnit  Proj

1 | [BSCP 400 @ [sV789 [Q | @ [ Ja [:22000Q [200] 830007 Q) | ® &[]
 ———— >

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

e View 100 First 4 soworze 8 Last
| runction

b o
4 110

120

130

132

g

210
215

Eaagl

£
8

§EeBBaERELRESR

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

Requisition Settings
Business Unit SY769 |G, Univ. of North Texas System isition Name [Piano for Dr. Paul
“Requester [ES220 ]Q gusiees semies Gen oty
*Currency
Custom Fields
Default Options (7
O Default If you select this option, the defaulis specified below will be applied to requisition lines when there are no predefined values for these
fields.

® override If you select this option, the defaulis specified below will override any predefined values for these fields, only non-blank values are assigned.

Line Defaults (2)
Suppter (0000065733 |y D —
Supplier Location [000 |, unitofmessure [l
Buer [ @
Shipping Defaults
Ship To Q Add One Time Address
puepate [ |8 i
Distribution Defaults
e —Y
Accounting Defaults Personalize | Find | 0] E¥  First 4 10r1 () Last
Chartfields1 || Details || AssetInformation |
Dist Percent Location GL Unit Account AltAcct Dept ‘F:';;"’ Fund Function PC Bus Unit Proj
1 BSCP 400 Q [sv7ee | & [ @ [922000|Cy [200]Q, (830001 |Q [200 Q, a [
4 00| >
T

. _________________________________________________________________________________________________________________________________________________|
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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 final phase of review

and submission.

Click New Requisition under the ePro Services section.

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

.E“ iNFoRMATION  mMt0110 on FSTSTU (easapp12) - 02/20/2016 13:13:02 Al ~ | searcn »  Advanced Search

Create Requisition 2

Welcome Business Services-Gen

Home
Search

el My Preferences Requisition Setiings

I E O Lines

: e

Request Opfions A Advanced Search
Enter search criteria or select
from the menu on the right to

&j ePro Services .@ Web
begin creating your requisition.

Request Services Browse Supplier Websites

New Requisition

E" Favorites |re Recently Ordered

Browse Favorite ltems and View recently ordered items and
Services services

Describe the item, pari¥, Co.
computer dell optiplex 8020
Computer, Dell, Optiplex 902...
item 1

Goods

Forms

Create and Submit Forms

@ External Catalogs
Browse Supplier Website ltems

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 part number,
catalog number, or model number if available, along with a detailed description.

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

iNrormanon  mmt0110 on FSTSTU (easapp12) - 02/20/2016 13:13:02 Al

= | Search

Create Requisition 2
Welcome Business Services-Gen
Request Options &7

All Request Options New Requisition

ePro Services

Home

search

A My Preferences Requisition Seftings

# | Advanced Search

I B oLines

Checkout

Search Advanced Search

Add fo Cart

*Goods/Service
New Requisition Description -
Quantity Unit of Measure Q

Web Amount *Currency Code |USD
Forms *Category I
Favorites Supplier ID |D00DDEET33 Q Suggest New Supplier
Recently Ordered Supplier Name |Metroplex Piano Inc a

Quote Number ? Quote Date El
External Catalogs

9 Beginning Date w7 Date of Completion Bk
Additional Information
eI
[ send to Supplier [1 show at Receipt [ show at Voucher

UNT System Business Support Services
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3. Type number of items in Quantity field.

Favorites « ‘ MainMenu ~ > Employee Self-Service > Procurement >  Requisition

fNrommanon  mmt0110 on FSTSTU (easapp12) - 02/20/2016 13:13:02 Al

« | Search

Create Requisition z

Welcome Business Services-Gen

Home
Search

/*' My Preferences Requisition Settings I

Reguest Options
All Request Options New Requisition

ePro Services *Goods/Service |Petrof Baby Grand Piano

New Requisition Description

*Unit of Measure
Web Aot *Currency Code [USD
Forms *Category QL
Favorites Supplier ID |0000065733 QL
Recently Ordered Supplier Name |Metroplex Piano Inc QL

Quote Number ? Quote Date
External Catalogs

o Beginning Date =7 Date of Completion
Additional Information
e
[ send to Supplier [ show at Receipt ] show at Voucher

Add to Cart

Search

E 0 Lines

Suggest New Supplier

7 | Advanced Search

Checkout

Advanced Search

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 ~ > Employee Self-Service ~ > Procurement~ >  Requisition

m"""m‘"’ mmt0110 on FSTSTU (easapp12) - 02/20/2016 13:13:02 Al ~ | searcn

Create Requisition 2

Welcome Business Services-Gen

Home

Search

A Wy Preferences Requisition Setfings

-

Reguest Options
All Request Options New Requisition

ePro Services
New Requisition

*Goods/Service
Description

Petrof Baby Grand Piano

Quantity 1 *Unit of Measure
e Amount *Currency Code |USD
Forms *Category Q
Favorites Supplier ID 0000065733 a,
Recently Ordered Supplier Name |Metroplex Piano Inc Q
Guote Number 2 Quote Date

External Catalogs
Beginning Date

=Y

Date of Completion

Additional Information

g

[ send to Supplier

[ show at Receipt [] show at Voucher

Add to Cart

I E 0 Lines

Search

@S

Suggest New Supplier

# | Advanced Search

Checkout

Advanced Search

UNT System Business Support Services
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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

Average Cost Dollars

iHACT
BAG 25
[Bag
Barrel - Liquid Measure
Bundle
Bl
Bottie
Box
BARREL
'Bushe! - Dry Measure
Celsius
 Cartnidge
CAN
Hundred Cubic Feet
Cubic Centimeters
Cubic Decimeters
Cone
Cubic Feet

Cubic Feet
Cubic Inches
Gl Medbry:
Cubic Yards
 Cubic Weight
Cylinder
500
Days
Decigiams

6. Enter the bid or quote amount received from 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 ' Requisition Settings I ? 0O Lines
searcn [Al v [ seach | agvanced Search
New Requisition

*Goods/Service \F‘elmf Baby Grand Piano

D
Quantity \—ﬂ
1

Caegoy o

suppterD ooz
Suppter Name NebopixFamo T Ja
woemmer |2
BeginningDate | |7

Additional

*Unit of Measure Q
*Currency Code

Suggest New Supplier

QuoteDate | |3
Date of Completion | ?

el

[ send to Supplier [ show at Receipt

[ show at Voucher

. _________________________________________________________________________________________________________________________________________________|
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7. Click on the magnifying glass next to Category.

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

ENTERPRISE T
-E S nFormation  mmt0110 on FSTSTU (easapp12) - 02/20/2016 13:13:02 All  ~ | Search % | Advanced Search
Create Requisition
Welcome Business Services-Gen

Home 7% My Preferences Requisition Settings | ¥ 0 Lines SN
Request Options 52 Search Search Advanced Search
All Request Options New Requisition
ePro Services *Goods/Service |Petrof Baby Grand Piano
New Requisition Description .
Quantity 1 Unit of Measure |EA Q

Web Amount 19,500 00 *Currency Code [USD

Forms *Category @

Favorites Supplier ID 0000065733 Q Suggest New Supplier

Recently Ordered Supplier Name |Metroplex Piano Inc Q

Quote Number ? Quote Date E1]
Exte | Catal
xemaltatalogs Beginning Date 7 Date of Completion 5?2
Additional Information
B
[ send to Supplier [ show at Receipt ] show at Voucher
Add to Cart

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

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

waw""' SN mmt0110 on FSTSTU (easappi2) - 02/20/2016 13:13:02 | Al + Sean

#  Advanced Search
Look Up Category

Note: You may either Search or Browse to look up the appropriate category for your special request.
{w1Search Categories

search By [Category v  Find
p Browse Category Tree

Return

. _________________________________________________________________________________________________________________________________________________|
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9. Select Description from the Search By dropdown menu.

Favorites » |  MainMenu - 2

Employee Self-Service= > Procurement= > Requisition

.E|§ inrommation  mmt0110 on FSTSTU (easapp12) - 02/20/2016 13:13:02 Al ~ Search » | Agvanced Search

Look Up Category

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

R |
Search By JoETEg Find

Browse Category Tree
Retum

10. Type a word to search in the empty field next to Category or 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.
11. Click Find.

Favorites Main Menu » > Employee SeltService» > Procurementw > Requisition
mﬁ. mmt0110 on FSTSTU (easapp12) - 02/22/2016 09:06:43 Al | searcn » | Aihranced Saarth
Look Up Category

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

Search By Furniture Find
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 ~ MainMenu ~ > Employee Seli-Service v > Procurement~ > Requisition

.E“ iNFoRMATIoN mmt0110 on FSTSTU (easapp12) - 02/22/2016 09:06:43 Al - | searcn » | Advanced Search

Look Up Category

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

Search By Fumiure e
Categories Personalize | Find | View All | @I E First ‘4 10f1 &' Last
Catalog Category Description Find in Tree
1 PROCUREMENT 931-46 Maintenance - Furniture @

Browse Category Tree

Retum

UNT System Business Support Services Page 14 of 48




13. Click on Suggest New Supplier if Supplier ID and Supplier Name are not completed.
Note: Skip steps 13-15 if Suggested Supplier is not needed.

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

ENTERPRISE
B [finoriiion  mmt0110 on FSTSTU (easapp12) - 02/20/2016 13:13:02 Al ~|Search > Advanced Searcn
Create Requisition 2
Welcome Business Services-Gen

Home /My Preferences Requisttion Setings | 2= 0 Lines CICEEDL
Request Options - search Search Advanced Search
All Request Options New Requisition
ePro Services *Goods/Service Petrof Baby Grand Piano
New Requisition Description .
Quantity 1 Unit of Measure |EA (&}

Web Amount 19,500 00) “Currency Code |USD

Forms *Category Q

Favorites Supplier ID |D0D0065T33 Q Suggest New Supplier

Recently Ordered Supplier Name Q

Quote Number ? Quote Date 5
Exis | Catal
Hemmal Catalogs Beginning Date Bk Date of Completion 7
Additional Information
e
[ 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: Complete all fields indicated above, as you will be unable to return to edit or add
Suggested Supplier information after clicking OK. In addition, you should obtain a W-9
from the Supplier that should be attached to the requisition.

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

.E|S iNromMATion  mmt0110 on FSTSTU (easapp12) - 02/20/2016 13:13:02 Al ~ | Search » Advanced Search

Suggested Supplier

Supplier Name
Contact Name
Address Information
Country &}
Address 1
Address 2
Address 3
City
State Postal
Phone Information
PhoneType[ /] Prefix
Telephone Ext
Comments ]

254 characters remaining
OK Cancel
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15. Click OK.

Favorites + | Main Menu =~ > Employee Self-Service ~ > Procurementw > Requisition

inFormation  mmt0110 on FSTSTU (easapp12) - 02/20/2016 13:13:02 All

~ | Search # | Advanced Search

Suggested Supplier

Supplier Name |Piano Supply Company
Contact Name |Jane Smith
Address Information
Country [USA R United States
Address 14321 Main Street
Address 2
Address 3
City | Denton

State Postal |12345

Phone Information

Phone Type Prefix [940

Telephone 5555555 Ext

Comments

254 characters remaining
OK Cancel

Note: The Create Requisition screen will be updated with the Suggested Supplier noted.
The Supplier ID and Supplier Name will continue to be blank.

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

nmu""“m"’" mmt0110 on FSTSTU (easapp12) - 02/20/2016 13:13:02 Al + | searn » | Advanced Ssarch

Create Requisition 2

Welcome Business Services-Gen
Home /My Preferences Requisition Settings ] 0Lines Checkout
Reguest Options 3 Search Search

Advanced Search

All Request Options New Requisition

ePro Services *Goods/Service Petrof Baby Grand Piano

New Requisition Description i
Quantity 1 Unit of Measure |EA Q
Web Amount 19,5000 *Currency Code |USD
Forms *Category a,
Favorites Supplier ID =¥
i Suggested Supplier PFiano Supply Company

Recently Ordered Supplier Name <

Quote Number ? Quote Date [51)
External Catalogs

Beginning Date ks Date of Completion 7

Additional Information
el
[ send to Supplier [ show at Receipt [[] show at Voucher

Add to Cart

UNT System Business Support Services Page 16 of 48



16. Enter Quote Number.

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

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

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

inFormaTion  mmt0110 on FSTSTU (easapp12) - 02/22/2016 09:06:43

Al

~ | Search

» | Advanced Search

Create Requisition 2

Welcome Business Services-Gen

Home

iy Breferences Requisition Seftings Checkout

I punes

Reguest Options

All Request Options

ePro Services

Search

New Requisition

*Goods/Service

Petrof Baby Grand Piano

Search

Advanced Search

New Requisition Description o
Quantity 1 Unit of Measure |EA Q,
Heb Amount 19,500.00| *Currency Code USD
Forms *Category |931-45 &
Favorites Supplier ID  D0DDOG5733 aQ Suggest New Supplier
Recently Ordered Supplier Name | Metroplex Piano Inc (s}
? Quote Date [21)
External Catalogs " ~ o
Beginning Date [ 7 Date of Completion 7
Additional Information
e
[ send to Supplier [ show at Receipt [] show at Voucher
Add to Cart
Favorites ~ ‘ Main Menu ~ > Employee Self-Service ~ > Procurement = >  Requisition
ENTERPRISE
Ay mmt0110 on FSTSTU (easapp12) - 02/22/2016 12:42:53 Al | Searcn > [T,
Create Requisition 2
Welcome Business Services-Gen 1
Home 7 My Preferences Requisition Setings | EF 0 Lines S
Request Options = Search Search Advanced Search
All Request Options New Requisition
ePro Services “Goods/Service |Petrof Baby Grand Piano
New Requisition Description -
Quantity 1 Unit of Measure |EA Q
Wb Amount 19,500.00 *Currency Code |USD
Forms *Category 031-46 Q
Favorites Supplier ID 0000065733 a Suggest New Supplier
Recently Ordered Supplier Name Metroplex Piano Inc a
Quote Number 833323358 ? Quote Date @
Ext I Catal
xemal cataiogs Beginning Date 7 Date of Completion £
Additional Information
g
[ send to Supplier [ show at Receipt [ show at Voucher
Add o Cart

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

Favorites + ‘ MainMenu ~ > Employee Self - > - >

inFormation  mmt0110 on FSTSTU (easapp12) - 02/22/2016 12:42:53 Al ~ | Search »  Advanced Search

Create Requisition =

Welcome Business Services-Gen

ome " My Preferences equisition Setings ines
H 2 My pref Requisition Sett I B g Lines Tz
Request Options - search searcn Advanced Search
All Request Options New Requisition
ePro Services *GoodsiService |Petrof Baby Grand Piano
New Requisition Description e
Quantity 1 Unit of Measure | EA Q
Web Amount 18,500.00] *Currency Code [USD
Forms “Category |931-46 @
Favorites Supplier ID [0000065733 Y Suggest New Supplier
Recently Ordered Supplier Name |Metroplex Piano Inc o}
Quote Number (333333833 ? Quote Date e
External Catalogs
o Beginning Date =7 Date of Completion ®
Additional Information S MTWTF s
¥ 1.2 3 4 5 86

21 22 23 24 25 26 27
28 28

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

Add to Cart

@ Current Date [B)

19. Enter Beginning Date by clicking on calendar icon.

Favorites ~ | ManMenu =~ > Employee Seir - 5 F Bl

m""m“" mmt0110 on FSTSTU (easapp12) - 02/22/2016 12:42:53 Al ~ | Search » e

Create Requisition 2

Welcome Business Services-Gen

Home A My Preferences Requisifion Setings | [ 0Lines (© i
Request Options search Search Advanced Search
All Request Options New Requisition
ePro Services *GoodsiService Petrof Baby Grand Piano
New Requisition Description "
Quantity 1 Unit of Measure |EA Q
Web Amount 19,500.00] *Currency Code USD
Forms *Category |931-46 @
Favorites Supplier ID 0000065733 & Suggest New Supplier
Recently Ordered Supplier Name |Metroplex Piano Inc o}
Quote Number 333333333 ? Quote Date 02/08/2016

External Catalogs

Beginning Date Date of Completion

Additional Information

i

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

Add to Cart
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20. Select the appropriate date based on whether ordering Goods or Services.
Note: For Goods, select the date that the quote will expire. For Services, select the date
that indicates when the service is to begin.

Favorites + ‘

Main Menu ~

5 Employee Seff-Service ~ > Procurement » > Reguisition

Rromuaney - mmt0110 on FSTSTU (easapp12) - 02/20/2016 13:13:02

Welcome

Reguest Options

All Request Options

ePro Services
New Requisition

Web

Forms

Favorites
Recently Ordered

External Catalogs

Create Requisition #

Business Services-Gen

All | Search # | Advanced Search

ome ¥ My Preferences 38 Requisition Settings ines
H F My Pref 8 Reauisition Sett I B gLines Checkout
Search Search Advanced Search
New Requisition
*Goods/Service |Petrof Baby Grand Piano
Description i
Quantity 1 Unit of Measure  |EA Q
Amount 18,500.00| *Currency Code USD
*Category |PROCUREMENT (o}
Supplier ID 0000065733 Q Suggest New Supplier
Supplier Name |Metroplex Piano Inc aQ
Quote Number |833333833 ? Quote Date 02/03/2016 |[5]
Beginning Date 31 Date of Completion [H?
x
Additional Information February 2016
SMTWTFS €
12 3 4 5 6
7 8 09 10 11 12 13
[ send to Supplier O 14 15 16 17 18 19 20 W at Voucher
21 22 23 24 25 26 27
Add to Cart
28 29

(A Current Date [¥)

21. Enter the Date of Completion by clicking on the calendar icon.

Favorites ~ ‘ Main Menu »

Welcome

Reguest Options

All Reguest Options

ePro Services
New Requisition

Web

Forms

Favorites
Recently Ordered

External Catalogs

Create Requisition 2

Business Services-Gen

> Employee Self-Service ~ > Proturement~ > Requisition

iNFormation  mmt0110 on FSTSTU (easapp12) - 02/20/2016 13:13:02

Home A My Preferences Requisition Settings

1
19,500.00)

Search
New Requisition
*Goods/Service Petrof Baby Grand Piano
Description
Quantity
Amount

*Category PROCUREMENT

Supplier ID 0000065733

Supplier Name Metroplex Piano Inc

Quote Number 3388383588

Beginning Date 02152016 [ 7

Additional Information

Al ~ | Search # | Advanced Search

Checkout

I B gines

Search Advanced Search

*Unit of Measure |EA Q
*Currency Code USD

Suggest New Supplier

P PP

Quote Date 02/08/2016

Date of Completion

E

[ send to Supplier

Add to Cart

[ show at Receipt

[ 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.

Favorites + MainMenu v > Employee Self-Sevice~ > N

.E“ INForMATIoN  mmt0110 on FSTSTU (easapp2) - 02/22/2016 13:50:46 Al ~ | searcn > Advanced Search

Create Requisition =

Welcome Business Services-Gen

tome 7 My Preferences 38 Requisition Setings | P g Lines ey
Request Options hd Search EEE Advanced Search
All Request Options New Requisition
ePro Services *GoodsiService Petrof Baby Grand Piano
New Requisition Description .
Quantity 1 Unit of Measure [EA Q

Web Amount 19,500.00 *Currency Code USD
Forms *Category |931-46 a
Favorites Supplier ID 0000065733 a Suggest New Supplier
Recently Ordered Supplier Name |Metroplex Piano Inc Q

Quote Number (333585383 7

Quote Date 02082016 |5
External Catalogs s

Beginning Date [02/15/2016 |5 ? Date of Completion Bl
]
Additional Information February 2016
=23 S MTWTF S

172 3 4 5 6
7 8 9 10 11 12 13

[ send to supplier [J show at Receipt [ show at Voucher 14 15 16 17 13 18 20
21 22 23 24 25 28 27
Add to Cart 25 29

& curentDate [

23. Type any necessary information in the Additional Information field.
24. Click Add to Cart.
Note: If you need 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 + Main Menu ~ > Employee Self-Service~ > Procurement~ >  Reguisition

.E“ Trommation mmt0110 on FSTSTU (easapp12) - 02/22/2016 13:50:46 Al - | Search 5 | Advanced Search

Create Requisition =

Welcome Business Services-Gen

Home /¥ My Preferences  §8F Requisition Settings | B 0 Lines Checkout
Request Options < Search EEE D Advanced Search
All Request Options New Requisiﬁon
ePro Services *Goods/Service Petrof Baby Grand Piano
New Requisition Description -
Quantity 1 *Unit of Measure EA Q.

wen Amount 19,500.00) “Currency Code [USD
Forms “Category |931-46 aQ
Favorites Supplier ID 0000065733 Q Suggest New Supplier
Recently Ordered Supplier Name Metroplex Piano Inc (e}

?

Quote Number 883838388 Quote Date [02/0872016 |5

Beginning Date (021572016 |5 7 Date of Completion 02/29/2016 | 7

Additional Informatio

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

External Catalogs

Add to Cart

UNT System Business Support Services Page 20 of 48



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 ~ | MainMenu - > Employee Self-Service = » Procurement ~ > Requisition

.E“ inrommaTion  mmt0110 on FSTSTU (easapp12) - 02/20/2016 13:13:02 Al - | Search » Advanced Search

Create Requisition =

Welcome Business Services-Gen i =3
Home /% My Preferences Requwsnion Seitings I

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 Amount *Currency Code |USD
Forms *Category Q
Favorites Supplier ID 0000065733 Q Suggest New Supplier
Recently Ordered Supplier Name Metroplex Piano Inc I

Quote Number ? Quote Date [
External Catalogs .

N Beginning Date 2 Date of Completion ?
Additional Information
ek
[] send to Supplier [ show at Receipt [ show at Voucher

Add to Cart
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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 for correctness and

completion.

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 + MainMenu ~ > Employee SelfService > Procurement~ > Requisition

.E“ Rromuation  mmt0110 on FSTSTU (easapp12) - 02/22/2016 13:50:46

Checkout - Review and Submit

Review the item information and submit the req for approval.

Requisition Summary
Business Unit [SY769 |
“Requester [E02200

*Currency |USD

Cart Summary: Total Amount 20,000.00 USD
Expand lines to review shipping and accounting details

Requisition Lines (7

Line  Deseription Item ID Supplier

[my e Petrof Baby Grand Piano Metroplex Piano Inc

*ShipTo  |BSCA 400 Q

Address  UNT System Business =
Service Center
Send to:
invoices@untsystem.edu
1112 Dallas Dr., Ste. 4000

Denton, TX 76205

Shipping Line 1

Attention To |Business Services-Gen

Due Date  [02/20/2016 E

Accounting Lines

[02 g~ 5Year Piano Service Pian Metroplex Piano Inc

*shipTo BSCA 400 Q

Address

Shipping Line 1
UNT System Business [
Service Center

Send to:
invoices@untsystem edu
1112 Dallas Dr., Ste. 4000
Denton, TX 76205

Attention To  [Business Services-Gen

Due Date  [02/29/2016 [

Accounting Lines

Univ. of North Texas System

Q  Business Services-Gen

Al ~ | Search

#
My Preferences.

Requisition Settings

Requisition Name Piano for Dr. Paul

Priority

i's
Quantity uoM
1.0000 Each

Add Shipto Comments
Add One Time Address

1.0000 Each

Add Shipto Comments
Add One Time Address

Custom Fields

Add Mare ltems
Price
19500.0000
Quantity 1.0000
Price 16500.0000
500.0000
Quantity 1.0000
Price 500.0000

7 Advanced Search

Copy Bid Vendor

Delete Bid Vend|
Refresh

First (4 Oto1of2 b Last

Total Details Comments Bid Tab Delete

1950000 B @ = 0

(=

Price Adjustment

Pegging Inquiry

Pegging Workpench

Custom Figlds

50000 B O ada o
FHE

Price Adjustment
Peqging Inquiry
Pegging Workbench

Custom Fields

UNT System Business Support Services
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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 Requestor
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. Attach Proprietary/Sole Source Purchase Justification form, if applicable.

el

~: R

icew > P

Favorites = | Main Menu - > Employ

~ | Search 7 Advanced Search

Mooy mmt0110 on FSTSTU (easapp12) - 02/20/2016 13:13:02 Al

Line Comment

Business Unit SY769 Requisition Date 02/20/2016
Status Open

Line 1

Comments Find

First (&' 1of1 & Last

Use Standard Comments

HE

Entered On:

(e

[ send to Supplier

)} Attachments

| oK || cancal |

| Add Attachments

[ show at Receipt [ show at Voucher

Line Comment

Business Unit SY760

Line 1

5. Click on Browse in the File Attachment box.

Requisition Date 02120/2016
Status Open

IComme-nLq

Find  First 4 10f1 ‘b Last

Use Standard Comments

FE

Entered On:

1

2

[ send to Supplier

File Attachment x
Help

[ snow at Receipt [ show at Voucher

'} Attachments

|

oK Cancel

| Upload | | Cancel |

UNT System Business Support Services
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https://bsc.untsystem.edu/sites/default/files/Propriety_Justification_0.pdf

6. Select file to upload from browser window.

7. Click Open.

Organize

Ju » Desktop Receiving

New folder

‘ ﬁ Favorites =
B Deskiop

|l Downloads

| ] Recent Places

Libraries
Documents
&t Music
[E5] Pictures
B Videos

18 Computer
p

&, Default (C)
% mmt0110 (Acas-
® BSC_Shared_Resc
8 OPS (\filestore.r
WD fooleiPhone

File name:

Name

2 Packing Slip
Desktop Receiving 1

Desktop Receiving Final - Copy

Desktop Receiving Final
Packing Slip

Date modified

1/15/2016 2:10 PM
1/19/2016 2:22 PM
1/20/2016 210 AM
1/20/2016 9:10 AM
1/15/2016 2:10 PM

Type

Microsoft Word D...
Windows Media P...
Windows Media P...
Windows Media P...
Microsoft Word D...

12KB

42,555 KB
34,348 KB
34348 KB

12KB

8. Click Upload in File Attachment box.

File Attachment

£

Help

]c:msas\mmm11mne_«-.km;.\|)esmp Receiving\Packing Browse .

Upload Cancel

. _________________________________________________________________________________________________________________________________________________|
UNT System Business Support Services
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9. Confirm file was uploaded by verifying 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 - > Reguisition
.E|§ iNFoRMATioN  mmt0110 on FSTSTU (easapp12) - 02/20/2016 13:13:02 Al = | Search % | Advanced Search

Line Comment

Business Unit SY7893 Requisition Date 02/20/2016
Status Cpen
Line 1
Comments Find First ‘(&) 10f1 (&) Last
Use Standard Comments Entered On: 02/20/2016 4.07.00PM FH[E
1 I
[ send to Supplier [ show at Receipt [] show at Voucher
Add Attachments
Attachments
Attached File User/Date Time View Send to Supplier
mmt01102016-02-20- —
1 Packing_Slip.docx 16.44.19.753 View O =]
oK Cancel

. _________________________________________________________________________________________________________________________________________________|
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12. Click the line details icon B 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.

Favoriies + MainMent ~ > Employee Self-Service ~ 5 Procurement ~ 5> Requisiion
ENTERPRISE
ncormaTion  mmt0110 on FSTSTU (easapp12) - 02/25/2016 09:31:31 All - | Search » | Advanced Search
Checkout - Review and Submit
Review the item information and submit the req for approval. %
4 My Preferences Requisition Settings
Requisition Summary
Business Unit SY768  Q Univ. of North Texas System Requisition Name
. Copy Bid Vendorg
Requester [E92200 @ Business Services-Gen Priority : ;
Delete Bid Viend!
*Currency |USD Refresh
Custom Fields
Cart Summary: Total Amount 20,000.00 USD aF Add More ltems
Expand lines to review shipping and aceounting details First (4 b Last
Requisition Lines (2
Line Deseription ttem ID Supplier Quantity UoM Price Total Details Comments Bid Tab_Delete
[]1 g Peirof Baby Grand Piano Metroplex Piano Inc 10000, Each 19500.0000 1950000 [ O ag
Shipping Line 1 *shipTo  [BSCA 400 Q Add Shipto Comments Quantity 1.0000
Address gNT( System Business Service Add One Time Address Price  139500.0000 Price Adjusiment
enter
Send to: invoices@untsystem.edu Pegging Inquiry
1112 Dallas Dr., Ste. 4000 Pegging Workbench
Denton, TX 76205 Custom Fieles
Attention To  |Business Services-Gen
Due Date  [02/20/2016 [
Accounting Lines
a2 e 5 Year Piano Service Plan Metroplex Piano Inc 1.0000, Each 500.0000 500.00 = (@] Aadd B 0
i
Shipping Line 1 *ShipTo  [BSCA 400 Q Add Shipto Comments Quantity 1.0000 FHE
Address gm| System Business Service Add One Time Address Price 5000000 Price Agjustment
enter
Send to: invoices@untsystem.edu Pegging Inquiry
1112 Dallas Dr., Ste. 4000 Pegging Workbench
Denton, TX 76205 Custom Fields
Attention To  |Business Services-Gen
Due Date  [02/20/2016 £
Accounting Lines

13. Select the box next to Amount Only on the Line Details screen.

Favorites + ‘ MainMenu ~ > Employee SelfService ~ > Procurement~ > Requisition

nFormaTion  mmi0110 on FSTSTU (easapp12) - 02/25/2016 10:12:38 All - | search »  Advanced Search

Line Details

Line Details (2

Noll
o Image Line 1 &* Petrof Baby Grand Piano Line Status ~ Open

Item Details (7

Merchandise Amount  18500.00 USD ) RFQ Required
Item ID Device Tracking

Category 931-46 [ zero Price Indicator

Original Substituted Item L] Amount Only
Description [ use Procurement Card
Physical Nature O Inspection Required
Buyer Q
Buyer Information

Configuration Info

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

Al ~ | Search »

Line Details

Line Details (2 |

o |
o Image Line 4 28 Petrof Baby Grand Piano Line Status  Open

w Item Details ()

Merchandise Amount  {9500.00 USD [CIrFa Required
Item 1D [ Device Tracking
Category  931-46 [ zero price Indicator
Original Substituted Item [/ Amount Oniy
pescriptien [Juse Procurement Card
O Inspection Required

Physical Nature ‘ Goods ~ |

Buyer | G

Buyer Information

Configuration Info

w Contract Information (2

[¥ Use Contract if Available

Contract ID o=

Contract Details
version [ ]
ContractLine | @
CategoryLine [ |

w Supplier Information (%)

ID (0000065723 3 Piano Inc
Location (000 53

Suggest New Supplier

Item ID

s Catalog

w Manufacturer Information (%)

o)

Manufacturer ID

Manufacturer

5

Manufacturer's ltem ID

GTIN

w Sourcing Confrols (2)

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

w Custom Fields (2)

Custom Character 1] |
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.

Wn mmto110 on FSTSTU {easapp1Z2) - 02/22/2016 16:01:23 All = Soarch | Evrad Sty
Chackout - Review and Submit
Rovsirw he Sem informaton and Sube the meg for approvil,
-~ My Profarences
Requisition Summary
Rusiness Unle SYFES 0 Unev, of MNorth Texas System Requisition Mama
. e Copy Bid Vendor
Requester |E92200 O Ausiness Services-Gen Priorty [MEdum ]
Ceiote Bid Vend:
*Currency |USD Fiotrosh
Custom Fialds
Cart Summary: Total Amount 20,000.00 USD
Expand ines o review Shipping and accounting details Firsl ‘a » Last
Requisition Lines ¢
Lin Dascnption nam 1o Bupphor Quantity oM Price Tolal  Detads Comments O Tab Oelete
~ (01 g= Petror Bany Grand Biang Metraplex Pians Inc 1.0000] Eath 1R500 (000 VEE00.00 I O =W |
Shipping Line 1 *ShipTo [BECA 400 =3 A Shipte Comments Quantity 1 D00 ==
Address gNT Fys1em Rusiness Service Agd One Time Address Price 155000000 Price Adustrment
enter
Sand to: Mvolces@untsystem.sdu Pegging Inauiry
1112 Dagas Dr., Ste. 4000 Pegaing Worknench
Denton, TX 76205 S ek
Attention To Business Sedvides-Gon
Due Date 0212902016 ]
w Accounting Lines
“Oistnbule By
Accounting Lines Personauze | Fnd |viewan | E0 ) BB mwst 4 qorn 2 oLam
Chartfields1 Chartfinids? o Datails 2 nsat Indormation Aasot |nformation 2 Budgat informaton [exall
Linm P— int Typm [ ocation ro—— (— Moechandine A |GL Ui ratry Event
1 open BSCP 400 (=% 1.0000 100, 0000 18,500.00{ SV7ES = (=X =)
w-] § S Year Flano Service Plan Matropiex Fiang inc 1.0000|  Esch 500 0000 50000 (-3 Cage o WO
SRIppang Line 1 *Ship To BECA 400 (=3 Add Shipta Commems Quantity 1.0000: i‘ =]
Addross UNT System Business Servce Add Ona Tima Adaress Price 500 0000 Price Acpsimant
Send to: Invoicesguntsysiem adu Pegging Inguiry
1112 Daitas Dr.. Ste, 4000 Pegging Warkbenzh
Denton, TX. 76205 Custom Elslds
Attention To Business Senices-OGen
Due Date 7]
¥ Accounting Lines

[] Select All / Desebect All Solect lines to:

Shipping Summary

& gait tor Al Lines
Ship To Location

BSCA 400
UNT System Business Service Canter
Som

Address

ok osgin

3888 O
Dartan, TX 76208

Attention To
Comments

Requisiticn Comments and Attachmants
Enter requisition cormiments

{6 Add to Favomtes

nEnystom edu

e 000

Rusinass Sarvicas-Gan

1§l Add to Tempiateis)

[ Deiste Selscted

Total

tBMass Change

Amaunt

20,000.00 USD

Ll send 1o Supptier Ll snow at Recsipt

Approval Justification

Entas approval justificason for this requismion

(L] shown at voucher

"3, check Budget T Pre-Check Budget
=X Suamit B Save Befors Submit

o

Add More ems

&3 Proview Approvais

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

Header Comments

Business Unit SY769 Requisition Date 02/06/2016
Status Open
Comments Find  First () 10f1 (b Last

Use Standard Commenis> Entered On: =
(E2E

1

[] Send to Supplier [] Show at Receipt [] Show at Voucher
[ Add Attachments |

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

1 =
OK || Cancel

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

Standard Comments

w Search Criteria

CommentType, @D
commentio| o

Description | |

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

Look Up Comment Type

SetlD SHARE
Standard Comment Type [begins with ~||
Description [ begins with ||

| LookUp || Clear |[ Cancel | Basic Lookup

Search Results
View 100 First 4 qaors ) Last
Standard Comment Type Description
M Asset Managrnerif
Accounts Payables
‘Change Order
Central Receiving
'Purchase Order/Req Comments.
‘Template Justification |
'Supplier Instructions
iTerms & Corditions

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

Standard Comments

¥ Search Criteria |
Comment Type REQ___|Q,
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 REG
Standard Comment ID[begins with |
Description[begins with v

Look Up Clear _Cancel | Basic Lookup

Search Results
View 100 CFist @ tor1 @ Last
JUST ‘Req Comments Justification’

22. Click OK.

Standard Comments

= Search Criteria

Comment Type [REG |,
© 1D JJUsT Q

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 v | Search » | Advanced Search

Standard Comments

Search Criteria

Comment Type REQ aQ, Search
Comment ID JUST Q Reset
Description
Standard Comments Find First ‘&' 1of1 & Last
Select Comment Type REQ CommentID JUST
Description Reg Comments Jusiification
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
Attachments: Refer to any attachments such as coniracts or quotes

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

@] Append To Comments

® override 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. Reference any existing contracts or purchasing

cooperatives used.

Advertisements

Animals

Blanket Purchase Orders

Branding/Logo ltems

Contributions

Controlled Items

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 = Main Menu ~ > Employee Self-Senvice » >

.E“ inrormaTion  mmt0110 on FSTSTU (easapp12) -
SYSTEM
Header Comments

Business Unit SY789

Comments

Procurement~ » Requisition

02/25/2016 10:12:38 Al -

Requisition Date 02/25/2016

Search » | Advanced Search

Aftachments: Refer to any
Purn, - Thi

hic nurehasa will allaw Drad r Daul n ramnlats th

Status Cpen
Find First ‘4 10of1 &' Last
Use Standard Comments Entered On: [+[=]
1|Dept. Contact: Karen James | Contact Phone: 940- 55 | Contact Email: karenjames@unt.edu A
Special Instructions: Please email the address al n the order ships
attachments such as contracts or quotes v

comnacitinn of 2 cancart which fanld racul in arante and

g

[[] send to Supplier [] show at Receipt
Add Attachments
Attachments
Attached File UseriDate Time
1

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
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

Dept. Contact- Karen James | Contact Phone: 940-555-5555 | Contact Email: karenjames@unt edu ~

Special Instructions: Please email the address above when the order ships

Attachments: Refer to any attachments such as contracts or quotes v

[ send to Supplier [ show at Receipt [ shown at Voucher Edit more Comments and Aftachments
Approval Justification

Enter approval justification for this requisition

ﬂa Check Budget @ Pre-Check Budget

Submit &  Ssave Before Submit LE] Add More ltems 63 preview Approvals

UNT System Business Support Services Page 33 of 48



29. Click Save Before Submit at the bottom of the screen.

| AN - | Search
Checkout - Review and Submit
Ravsew the ifem micrmation and submit the req for approval
My Preferances L Regustdion Setiings
Requisition Summary
Business Unit SY7T68 o Ui, of Morth Texas System Requisition Mami:
*Requester 92200 A, pusiness Services-Gen Priority
“Cumemcy | USD
Custom Fieids
Cart Summary: Total Amount 2000000 USD 4 Add Mare Items
Frpand lings 10 feview sRIPRING and atcounting datals First ‘s a Last
Roquisition Lines 7
Lina Descrigtian ftem 1D Sunsier Cantity oM Price Tetal Detans Comments  Bid Tab Delete
¥ [0 g Petro! Baby Orand Piano Matrogiex Piana inc 10000 Each 19,500 B0000, 1050000 (B Ooags @& M
Shipping Line 1 “Ship To  [BSCA 400 &, Add Shigto Comments Quantity 1.0000 ==
Address wgﬂmmmmn Add One Teme Acoress Price 18500 0000 Price Adustmaont
Sond 1o nvaices@untaysiam ey Pegging Inquiry
1112 Dalls Or | Sto. 4000 Pegning Workbench
Denton, TX TE205 Ouiei Flicha
asisnon 1o GiaaE SR ]
Due Date 02202016 iC]
» Accounting Linas
> [12 ga 5 Your Piano Service Plan Metropiex Pians Ine Each 500 0000 0000 [ Opge & M
Shipping Line 1 *Ship To  [BBCA 400 & Add Shiplo Comments Guantity 1 0000 =l
Address  UNT System Business Servica Add One Time Asaress Price 500 D000 Price Adpstmant
Hond 1 InvalcosEuntaysiem odu Pegging Inquiry
1112 Craitaas O, St 4000 Pegging Workbench
Denton, TX TE205 o £
Anmention To Business Services-Gen |
Due Date 2202018 W
¥ Accounting Lings
[C] Setect AN f Deselect Al Select lines to: [ Add to Favorttes G Add to Template(s) T Cerlister Sertec ot THMass Change
Total Amount  20.000.00 USD
Shipping Summary
& et for Al Lines
Ship To Location BICA 400
Address UNT Syslom Business Sorvico Contir
Send fo. nvoiceagluntsysten odu
1112 Dallies B _ Sto 4000
Denton, TX 78205
Attention To Businass Senvices-Gen
Commuenis
v ts and
ENMST requistion comments
[Dept Contact Karen James | Contact Fione: B40-555-5555 | Contact EMAIL kateramesgunt edu -~
Spetial Instructions: Please amail he address above when (he order ships.
Atiachments: Refer o any aitachvments such a5 contracts o guctes ™
] send to Supplier 7] snow at Recapt [7] shown at Vouchar e o 5
Approval Justification
Entir Tor Ihis
[Tne purchase of thes specialty plano wil aliow Frofessor Faul 1o compieie and perform the compasition of a concert which could result in grants and national recogniton for e UNT System. F
"2 cneck Budpst T Pre-Cneck Budget
& Submit B Save Before Submit g AcdMore nems 63 Proview Approvals
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30. Click on the Telephone icon located next to the Comment icon to complete the Bid Tab

for each of the vendor quotes received.

Note: Bid Tab only needs to be completed for Line 1.

Favorites ~ Main Manu E) v
m MmI0110 on FSTSTU (easappi2) - 0212212016 08:08:21 Al | Search i s
Checkout - Review and Submit
Review the ftem information and submit the reg for appeoval
# ypratecerces B pacuisition Sattings

Heguisition Summary

Dusiness bnit |SY768 g Univ. of Norih Texas System Requisition Mame #5ara for Dr. Baul

*Requester |EG2200 2, Business Senvices-Gen Prioriy [Medium

*Curmey |USD

Cusiom Fisids

Pegging ing
Fagging onoench

Cuslom Felds

Attention To

Due Date

¥ Atcounting Lines

Copy B Vandors

Deiste Rid Vend!
Fnfresn

& AgE Morg Ihems
First » Last
Requisition Lines
Lne  Desenpton e 1 Supphr Quantity uoM e Totsl Detass Comments e Tan Celte
w []1 g8 Palrof Davy Grand Plane iBtropie: PLANG Inc 10000 Each 12500.0000 18500.00 m ] E:
snipping Line 1 *Ship To Add Shipte Comments Quantit 1.0000 ] =
Address | A e Time Adaress Price 165000000 Frice Adustmant
Pegaing Inquiry
Pagging Vionaanch
Glsstom Finias
Attention To.
Due Date
» Accounting Lines
v [12 g# S Year Pano Service Plan Matropiex Piana Inc 10009 Each 500,0000 500,00 " P = A
Shipping Lina 1 “Ship To 200 [+ Add Shiplo Comments. Guantity 1 0000 ==
Address | Ausd Ore Time Addiess Price 000000 Price Adustment

Note: If you are using a Suggested Supplier skip to step 33.
31. Click on the magnifying glass next to the Supplier ID field.
32. Skip to step 37.

Favorites « | Main Menu » Employes Seli-Service v »  Proc t~ > Requi
m mmt0110 on FSTSTU (easappi2) - 02/22/2016 13:50:46 Al | Scarch BY
Busil Unit: SY 7 1D: DOODO0D158 Line Number: 1

Find | View All First ‘&' 1of1 ‘&' Last

. 3 i = =
Bidder#: Olid Awarded (- =HE
Supplier @ Addr Seq Num: Supplier Type
ID:
Name 1:

Address Line 1:
Address Line 2: Cntry:
City: State: Postal:

Phone Type <]

Line Number: 1

Int’l Prefix: Ext:
Contact Name: Phone:
Amount: [INo Charge [CIno Bid
OK Cancel | [ Apply
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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: SY76Requisition ID: 0000000143 Line Number: 1
Find | View Al First (4 10f1 & Last
) . ] =
Bidder#: [ pid Awarded =
Suppier [ ]@ Adadr Seq Num: Supplier Type
ID:
Name 1: | |
Address Line 1:| |
Address Line 2:| | Cntry:
City:| | state:| | Postal: | |
PhoneType] | Line Number: 1
et prefc| | S —
Contact Name:|  Phone: | |
Amount: | | CONo Charge I ne Bid
[ ok || cancet [ appy |

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

(G (| [ mase oo
Search Results
Pl @ umoerss @ Lul

| Suppiier  Detatt
Type  Loostion

{Bank) 06

Agidnan
Sequence Poatal Cote

i
3

_ P
E801SEE1EROR0ETR000SEORSRANRS

£

R T I T e

i

i

Ordaring
¥
¥
L g
L
¥
v
¥
¥
¥
N
b
¥
¥
¥
¥
L
¥
¥
¥
Y
¥
¥
¥
¥
v
¥
Y
v
¥
hd
L
¥
¥
N

T
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39. Select the appropriate Supplier ID from Search Results — confirming the Postal Code is correct.
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 ID

SetiD SHARE
Supplier 1D begins with ||
Name 1[begins with ~||
Default Location| begins with ||

Address Sequence Number|= ~|
Postal Code | begins with ~||

| lookup || Clear || cancel | Basic Lockup

Search Results

View 100 First (4 1o0e1 @ Last
Open For Supplier Default 1

Name 1 - !
Ordering Type Location

Supplier ID
0000065733 Metroplex Piana Inc Y (blank) DOO

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

Business Unit: SY78Requisition ID: 00000001558 Line Number: 1
Find | View Al  First (4 1of1 2 Last
. . _ =
Bidder# UlBid Awarded =l
Supplier Q Addr Seq Num: 1 supplier Type| |
ID:
Name 1: |Metroplex Piano Inc |
Address Line 1:/9292 LBJ Frwy |
Address Line 2:| | Cntry:USA |
City:|Dallas | State: TX | Postal: |
Phone Type:{Business /| Line Number: 1
Int'l Prefix:| | Ext| |
Contact Name: [KarePhone: [940-555-5555
Amount:| 20,000.00] [INo charge CIno Bid
ok || cancel || Apply |

. _________________________________________________________________________________________________________________________________________________|
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42. Click on + to add a new bid.
43. Repeat steps 31 - 41 for each bid.

44. Click on box next to Bid Awarded (the bid selected), No Charge (the vendor is providing

the item for free), or No Bid (the vendor did respond) as applicable.
Note: Supplier Type automatically populates if identified as HUB supplier.

45. Click OK.

Favorites - |
£l§ B

Business Unit:

Bidder #:

Supplier
ID:
MName 1:

Address Line 1:
Address Line 2:

Int"l Prefix:
Contact Name:

Amount:

Bidder #:

Supplier
ID:
Mame 1:

Address Line 1:
Address Line 2:

Int"l Prefix:
Contact Mame:

Aamvoumit:

Bidder #:

Supplier
ID:
Name 1:

Address Line 1:
Address Line 2:

Int"l Prefix:
Contact Name:

Amount:

Dk

Main Menu - >

Sy ToRequisition 1ID:

City:

Phone Type:[Business  ~]

City:

Phone Type: | Business |

City:

Phone Type:[Business <]

Cancel

Employese Self-Service = > Procurement = > Requisition

mmt0110 on FSTSTU (easapp12) - 02/22/2016 13:50:46

Ooo00001 55 Line Number: 1

1-2 of 2 k' Last

@@=

Find | Wiew 1 First A

1 " Bid Awarded
(=N

Mew Wendor?

DOD0DD65733 Addr Seq Num: 1 Supplier Type

Metroplex Piano Inc
9292 LBJ Frawy

Cntry: USA
Dallas State: TX Postal:
Line Number: 1
Ext:

KarePhone: |94 555-5555

20000.000 Mo charge O no Bida
2 [ Bia Awarded Mew Vendors ==]
0000022760 | Cy Addr Seq Nurmn: 1 Supplier Type

Wioods & Son Piano
14929 Harrison Street

Cmitry: USA
Brighton State: |[(CO Postal: | 75931
Line Number: 1

Ext:

Ken Phone: [214/555-5555
19000 000 Mo Charge CO Mo Bid
3 [ Bia Awarded

o

MNew “Wendor?

DOoDD22757T

Addr Seq NMum: = Supplier Type

Collora Piano
1451 WhyclhifT Ave
Cntry: USA
Dallas State: TX Postal:
Line Number: 1

Ext:
KellyPhone: [463/555-5555
[ Me Charge [+ Mo Bid

Apply

UNT System Business Support Services

Page 38 of 48




46. Click on the triangle icon next to Accounting Lines.

Favorites = ‘ MainMenu =+ > Employee Seff-Senvice v >

ENTERPRISE

Checkout - Review and Submit
Review the item information and submit the req for approval.
Requisition Summary
Business Unit SY769  Q
“Requester [E02200

*Currency |USD

Cart Summary: Total Amount 20,000.00 USD
Expand lines to review shipping and accounting details

Requisition Lines (2

Line Description Item ID
a1 Fr? Petrof Baby Grand Piano
Shipping Line 1 *Ship To
Address
Attention To
Due Date

OA(:l:ounllng Lines

02 g* 5 Year Piano Service Plan

*Ship To
Address

Shipping Line 1

Attention To

Due Date

Accounting Lines

Procurement» >

Requisition

INFormaTion  mmt0110 on FSTSTU (easapp12) - 02/22/2016 13:50:46

Univ. of North Texas System

QL Business Services-Gen

Supplier

Metroplex Piano Inc

BSCA 400 Q

=3

UNT System Business
Service Center

Send to:
invoices@unisystem edu
1112 Dallas Dr., Ste. 4000

Denton, TX 76205

Business Services-Gen
02/2972016 [}

Metroplex Piano Inc

BSCA 400 Q

UNT System Business g
Service Center

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

Denton, TX 76205

Business Services-Gen
0272912016

Al ~ | Search

My Preferences

» | Advanced Search

Requisition Settings

Requisition Name |Fiana for Dr. Paul

priorky

Custom Fields

ar Add More ltems

Quantity UoM Price
1.0000 Each 19500.0000
Add Shipto Comments Quantity 1.0000
Add One Time Address Price  19500.0000
1.0000 Each 500.0000
Add Shipto Comments Quantity 1.0000
Add One Time Address Price 500.0000

| Copy Bid Vendore

[ Refresh |

First (4 Oto1of2 b Last

Total Details Comments Bid Tab Delete
19500.00 ELN Oad & @

EHE

Price Adjustment

Pegging Inquiry

Pegaing Workbench

Custom Fields

500.00 O & M
EHE

Price Adjustment
Pegging Inquiry
Pegging Werkbench
Custom Fields

. _________________________________________________________________________________________________________________________________________________|
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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.

Favormes + Main Many - + Emploves Sel-Service - » Procurement - > Manage Requisbions @ Requisition
S35 monto110 on FSTSTU (sasappiz) - 0212212016 16:01:23 A =] oo Asvancon Sosieh
Checkout - Review and Submit
Rovidaw th Bom nMommason and subemt I tog fo appotal
e ARy B s
Requisition Summany
Business Uni SYT6E o Requisilion Mame
*Requester Prionty [Medum ] Copy Bid Viendors
Deete B Viend
*Currency WE0 Refresn
Custom Fiekds
Cart Summary; Total Amount 20,000.00 USD +* Al More (toms
[Epand g 1 tavidew SRpEang 3nd ALCOUNNNG (REARE v r
Requisition Lines ]
Urs Descripton e 1D Oraantt: (e Price Total  Detars Comments Bid Tab Dedate
[11 g Peirot Baby Grand Pano 10000 Eac 195000000 1550000 [ Cae @ O
Shipping Line 1 *Ship To Add Shpta Comments. Craantity 1.0000 =]
Adaress Add One Tims Asarmss Price  19500.0000
Anention Ta B
Due Dale i =
w Accountng Lines
“Distribute By |0 v
Chartfiolist M2 | e Deegats 2 rmnat
i St g Gy
S BSCE 400 o Q R3] S
12 g 5Vear Plang Service P Matropizx Pang Ine X0, Eacn 00,0000 spood o ‘a & 0
Shipping Line 1 Aad Shoto Commants Chasntity 1.0000, £1}=
Adg Ona Time Acxress Price 5000000 Price Agjustment
Prgging Inguiry
Pegging Workbench
Custom Fiekds
Anengon To &
Due Bate 2 ]
b Accounting Lines
[] Sesect AN Dosaiect A Sedect lines 1o i Acd 1o Fannotes 2 Acd 1o Temgrateds| T oot Saexctiocs MM Ghangs
Tedal Amount 20,000 00 UBD
Chartfields 1
Accounting Lines Personalize | Find | View All | | E First ‘& 10f1 ‘& Last
Chartfields1 Chartfields2 Details Details 2 Aszet 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, (&} [+]|[=]
Chartfields 2
Accounting Lines Personalize | Find | View All | 2] B First ‘&' 1of1 ‘& Last
Chartfields1 Chartfields2 Details Details 2 Asset Information Asset Information 2 Budget Information
Account |Alt Acct  Dept E‘;’(“’ Fund Function PC Bus Unit  |Project |Activity Program Purpose Site |Affiliate Fund Affiliate
53101 @ [7334|Q 922000 | [105|Q |195001 |Q [550 | Q| & | & | Q| & | Q| Q| aQ #|=]
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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 |viewAII|ﬁ|| E First ‘4' 10of1 ‘' Last
Chartfields1 Chartfields2 Details Details 2 Asset Information Asset Information 2 Budget Information
Line Status Dist Type |*Locafion (Quantity Percent Merchandise Amt |GL Unit Entry Event
1 Open BSCP 400 Q| 1.0000[ | 100.0000 500.00(5Y768 | Q | Q D jj‘
51. Distribute funding based on the quantity or percentage of the line amount.
Accounting Lines Personalize | Find | View All | 12| B First 4/ 1-20f2 ‘»' Last
Chartfields1 Chartfields2 Details Details 2 Asset Information Asset Information 2 Budget Information
Line Status Dist Type  [*Location (Quantity (Peroent ) Merchandise Amt [GL Unit Entry Event
1 Open BSCP 400 Q, 1.0000 100.0000 500.00{SY782 Q, aQ [+ |[=]
E Open BSCP 400 Q| 0.0000] 0.00(SY769 Q| Q [+] jJ”
52. Click on the Chartfields 2.
Accounting Lines Personalize | Find | View All | £ E First ‘4 1-20f2 'k Last
Chartfields1 @r{'ﬁeldsz Details Details 2 Asset Information Asset Information 2 Budget Information
Line Status Dist Type |*Location (Quantity Percent Merchandise Amt |GL Unit Entry Event
1 Open BSCP 400 aQ 0.5000 50.0000 250.00(SY760 Q, Q, [+]|[=]
£ Open BSCP 400 Q| 05000 50.0000 250.00[sv768  |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:;“j Fund Function PC Bus Unit Project |Activity Program Purpose Site |Affiliate Fund Affiliate
53104 Q@ [7378 |, (922000 |@, [105|Q, [195001 |@, [550 s} Q (e} (o} (o} a, Q Q Q H|=
53104 |Q |7373|Q 922000 | |105|Q [195001 |Q |550 Q| Q| Q| =¥ Q. Q| Q| Q) 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 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 requisition

'The purchase of this specialty piano will allow Professor Paul to complete and perform the composition of a concert which could result in grants and national recognition for the UNT System. 1}

ﬂa Check Budget @ Pre-Check Budget

Submit [ save Before Suomit 4 Add More ltems &3 Preview Approvals

2. Click Check Budget to conduct an official budget check.

Approval Justification

Enter approval justification for this requisition

The purchase of this specialty piano will allow Professor Paul to complete and perform the composition of a concert which could result in grants and national recognition for the UNT System. F

= h P g u L
] Fro-heck Budget Budgen Checking Status Provislonaly Yl

Submit B save Before Suomit aF Add More ltems 8 Praview Approvals

3. Click Preview Approvals.

Approval Justification

Enter approval justification for this requisition

The purchase of this specialty piano will allow Professor Paul to complete and perform the composition of a concert which could result in grants and national recognition for the UNT System. ()

2 check Budget B Pre-Check Budget Budget O kang Statue Valid

Submit B save Before Submit L Add More llems 63 Preview Approva

. _________________________________________________________________________________________________________________________________________________|
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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, follow steps 5-11 to ad hoc to the
appropriate Approver.

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

Favorites + Main Menu - > Employee Sel-Service ~ >  Procurement ~ > Requisition

.E“ INFoRMATION  mmt0110 on FSTSTU (easapp12) - 02/23/2016 09:49:45 Al ~ | Search % | Advanced Search
Preview Approvals

Requested For Business Services-Gen Number of Lines 2

Requisition Name 0000000162 Total Amount 20,000.00 USD

Business Unit 5Y769

Status Open
Approval Justification

Priority IMedium The purchase of this specialty piano will allow
Prafessor Paul to complete and perform the
composition of a concert which could result in grants

Budget Status Mot Checked and national recognition for the UNT System.

Purchasing Approval

Requisition 0000000162:Initiated [#]start New Path
UNTS Buyer Approval
Not Routed

Multiple Approvers
E_’ @ Purchasing Approval _El

UNTS Dept ID - ePro

Line 1:Initiated
Petrof Baby Grand Pianc
UNTS Department Approval

Not Routed

@ g Asher,Donna Brooks @
Manager Fiduciary Approval

Line 2:Initiated
5 Year Piano Sefvice Plan
UNTS Department Approval
Not Routed
&> Asher,Donna Brooks “H

Manager Fiduciary Approval

[#]start New Path

[F]start New Path

Purchasing Manager Approval

Line 1:Initiated
Petrof Baby Grand Pianc

Purchasing Manager Approval

Not Routed
= Saxon,Randall J
(> &PRO PURCHASE MGR APPRVL ALL

[#]start New Path

Line 2:Initiated

[F]Start New Path
5 Year Piano Service Plan

Purchasing Manager Approval
Not Routed

— Saxon,Randall J
- SPRO PURCHASE MGR APPRVL ALL

Retumn Apply Approval Changes
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6. Click on the magnifying glass beside the blank User ID field.

hitt;

Insert additional approver or reviewer

Choose an approver or reviewer to insert

User ID:

Insert as: (g Approver

O Reviewer

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

[begins with v |
User ID: |begins with »| |
| gearch | | ctear | camcel |

Search Results

\UNT Controller

UNTD Controller
NTHSC Controller

Systemn Admin Controller

Davis Avonna Ruth
Office of the President
Provost-Gen

Academic Affairs-Gen
‘Academic Resourc

es-Gen
Inst Rsrch & Effectiveness
N Texas Community Consortium
‘Space Mamt & Planni
,—M-——J—s L

Texas Municipal Clerks

UNT on the Square
_____[Faculty Senate

Approver/Reviewer Search

Name: |begin5wiih v| |Saxon,Joey
User ID: |begins with ~] |
(| | gearch | | Clear || Cancel |

Search Results

User 1D
4

Saxon.Ladonna C
Saxon Randall J

. _________________________________________________________________________________________________________________________________________________|
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10. Click Insert.

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

@ hltps:/!eTswaslsm.admin.unt:dufpsdfsmlll_ZIE... = [o [

Insert additional approver or reviewer |
Cheose an approver or reviewer to insert
. UserID: [rs0001 Q_ Saxon,Randall J
Preview App )

Insert as: (@) Approver

O Reviewer
R Number of Lines. 2
| Insert | | Cancel |
Requisition Total Amount 20,000.00 USD

11. Click Apply Approval Changes.
12. Repeat steps 5-11 for each additional Approver or Reviewer you need to add.

UNTS Dept ID - ePro
¥ Line 1:Initiated

[#]start New Path
Petrof Baby Grand Piano
UNT S Department Approval
Not Routed = Not Routed

El» B Saxon, Randall J E% & Asher,Donna Brooks E

Inserted Approver Manager Fiduciary Approval

* Line 2:Initiated
5 Year Piano Semvice Plan
UNT S Department Approval
Not Routed

Asher Donna Brooks
E_’ g Manager Fiduciary Approval _E

[#]start New Patn

Purchasing Manager Approval

= Line 1:Initiated
Petrof Baby Grand Piano
Purchasing Manager Approval
Not Routed

[#]start New Path

E_’ Saxon,Randall J
=] &PRO PURCHASE MGR APPRYL ALL

¥ Line 2:Initiated
5 Year Piano Semvice Plan
Purchasing Manager Approval
Not Routed

Saxon,Randall J
B> B .orQ PURGHASE MGR APPRVL ALL

[¥]start New Path

| Return | | Apply Approval Changes |
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13. Click Return.

Requisition Name 0000000162

Business Unit SY768
Status Open

Priority Medium

Budget Status Not Checked

Purchasing Approval

Requisition 0000000162:Initiated
UNTS Buyer Approval

Not Routed

Multiple Approvers
lE“' @ Purchasing Approval E

UNTS Dept ID - ePro

Line 1:Initiated
Petrof Baby Grand Piano
UNTS Department Approval

Not Routed =l Not Routed

Inserted Approver

Line 2:Initiated

S Year Piano Service Plan
UNTS Department Approval

Not Routed

Asher Donna Brooks
E_’ @ Manager Fiduciary Approval _'El

Purchasing Manager Approval

Line 1:Initiated
Petrof Baby Grand Piano

Purchasing Manager Approval
Not Routed

E_’ Saxon,Randall J
8 :PRO PURCHASE MGR APPRVL ALL

Line 2:Initiated

5 Year Piano Service Plan
Purchasing Manager Approval

Not Routed

= Saxon,Randall J
F- &PRO PURCHASE MGR APPRVL ALL

Return Apply Approval Changes

=, Saxoen,Randall J —. Asher,Donna Brooks
E_’ _E_’ Manager Fiduciary Approval

[F]start New Patn

[F]start New Patn

-

[#]start New Path

[#]start New Path

[F]start New Path

Favorites = | Main Menu » Employee Self-Service» >  Procurement » Requisition
ieomwaTon  mmt0110 on FSTSTU (easapp12) - 02/23/2016 09:49:45 Al + Searth
Preview Approvals
Requested For Business Services-Gen Number of Lines 2

Total Amount 20,000.00 USD

Approval Justification

The purchase of this specialty piano will allow
Professor Paul to complete and perform the
composition of a concert which could result in grants
and national recognition for the UNT System

# | Advanced Search
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14. Click Submit.

Edit Requisition - Review and Submit
Review the item information and submit the req for aporoval »
My Preferences L Requisttion Settings
Business Unit | SY782 Univ. of Nortn Texas System Requisition Name 0000000162
Requester £32300 Business Sendces-Cen Requisition I} DOO0O0N0 182
“Currency |USD Priodity [Medum w7
Custom Fieids
et Sisremiery: Toial Amost SO0 001D & A0 MCES JDE
Expand nes 10 review shipping and accounting detasts First (g twm2of2 Lamst
Requisiton Lines (7
Ling Descriphon I2am I3 Suppher Duantity (3la 0} Prica Tatal Detads Comments Bid Tab Dalate
¥ []1 g Peirol Baty Grmd Piang Aetroplex Piano Inc 1.0000] Each RS0 (000 18500 00 s O m @
Shipping Line 1 *ShipTo  BSCA 400 e Agd Shipto Comments Quantity 1,0000° ==
Address  LINT Sysiem Business Service A0a One Time Asdress Price Price
Canter
Hand 1 nvoices ERuntsyStam adu Fepging inguiry
1112 Dafias Or., Ste. 4000 Pigging Werkbanch
Denton, TX 76205 i N
Attention To
Due Date  [p2ao018 s
# Accounting Lines
¥ [12 g 5 Yoar Piana Servico Plan Meiroplex Piano inc Each £00 0000 500 00 o) Ooase = @
Shipping Line 1 *ShipTo  DSCA 400 & Add Shipto Comments Cuantity 1.0000] =
Address  LINT Syslem Business Service: A20 One Time AGGress Price 500.0000 Price Agjustment
Combet
Band i owolcesfRuntsyEtam adu Pepging inguiry
1112 Dalias Dr., Ste. 4000 Pogging Weorkbonch
Denton, TX 76205 i Tk
Attention To  |Business Services-Gen
Due Date I+
¥ Accounting Lines
[ Seloct Al Desslect All Select lines to: e At e Farveritess G Adtd to Tormplates) [ Dot Sudnctod TEaMrss Chamge:
Total Amount 20,0000 USD
Pre-Encumbrance Balance Not il
Shipping Summary
& caittoe A Lines
Ship To Location BSCA 400
Address UNT System Business Service Center
Sand o Invoices@untaystem edu
1112 Dulias Dr., Ste. 4000
Durton, TX TE205
Attention To Business Services-Gen
Comments
i l
Enler requisition comments
Dt Conlact Karen James | Gontact Phone: 940-555 8555 | Gontact Ermal karenjamesgunt iu P E
| Spscial Instruchons ooy smail the acddress ataove wihien B ordes Ships
L Refer 1o any such ag contracts or Quoles v
[ senda to Suppiier [ snow at Receipt [ snown at Voucher - - -
Aporovsl Justtication
Enter approval justiication for this requisiion
‘Tlmpm:hiﬂll af [hiss spuociaity g wil slow Profesor Paul o complto and gesform the compesilion of 3 concor which could el in geands and rabonal recognition for the UNT Systom rm
2 check B B2 fre-check Bud Budget Checking Status:Valid
& Submit | B saveBefore suomit P Acamore Hems £ pravew Agorovals
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15. Review the Confirmation screen.

Favorites = Main Menu ~ > Employee Self-Service ~ > Procurement = > Reguisition
Fm"'“ Wien  mmt0110 on FSTSTU (easapp12) - 02/23/2016 09:49:45 Al ~ Search > [

Confirmation

Your requisition has been submitted.

Requested For Business Services-Gen Number of Lines 2
Requisition Name 0000000162 Total Amount 20,000.00 USD
Requisition ID 0000000162 Pre-Encumbrance Balance
Business Unit SY768 Not Avalabie
Status Pending Approval Justification
The purchase of this specialty piano will allow
Priority Medium Professor Paul to complete and perform the
compesition of a concert which could result in grants
Budget Status Valid and national recognition for the UNT System
[i=]
S view printable version & Edit This Requisition o Check Budget #7 Pre-Check Budget

Purchasing Approval
Requisition 0000000162:Pending [#]start New Path

UNTS Buyer Approval

Pending
Multiple Approvers
© Purchasing Approval =

UNTS Dept ID - ePro

Line 1:Initiated [Estart New Patn
Petrof Baby Grand Piano
UNTS Department Approval

Not Routed = Mot Routed

EF' & Saxon,Randall J ‘E"’ Asher,Donna Brooks E

Inserted Approver Manager Fiduciary Approval

Line 2:Initiated
5 Year Piano Senice Plan
UNTS Department Approval
Not Routed
FH—» Asher,Donna Brooks =

Manager Fiduciary Approval

[#]start New Path

Purchasing Manager Approval
Line 1:Initiated

[F]start New Path
Petrof Baby Grand Piano
Purchasing Manager Approval
Not Routed

g Saxon Randall J
E— &PRO PURCHASE MGR APPRVL ALL

Line 2:Initiated [Estart New Patn
S Year Pianc Senvice Plan
Purchasing Manager Approval

Not Routed

Saxon,Randall J
B @ R0 uRcHASE Mer APPRUL AL | TE]

E‘kcrezlte 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,

e edit the requisition,

e cancel the requisition,

e re-open the requisition,

e 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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