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Title: Reopening a Cancelled Requisition
Once a requisition has been cancelled, in order to reopen it, users must complete the process of
reopening a requisition.

To reopen a requisition:

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

UNIVERSITY @F NORTH TEXAS SYSTEM™

S Enterprise Information System

System Login
EUID (requirzd)

Password (requirzd)

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

Reset my password

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

s Tuesday 7:00 - 9:30 pm

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

Sunday

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

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

Web Browsers & Settings

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

« Google Chrome 24

s Firefox 17

s Internet Explorer 11, 10, 9, and 8

« Safari 6

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

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

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

State of Texas ¢ Statewide Search # Texas Homeland Security * Fraud Reporting * Public Information Act * Online Institutional Resumes

University of North Texas s UNT Health Science Center » University of Morth Texas Dallas  UNT Dallas College of Law
@2014 University of Morth Texas System « Site changes to System Portal Administration  Last modified August 12, 2014

. ____________________________________________________________________________________________________________________________________________|
UNT System Business Support Services

Page 1 of 9



3. Click Main Menu.

Favorites « ‘ Main Menu ~

wrormation  mmt0110 on FSTSTU (easapp12) - 01/28/2016 08:04:48 Al ~ | Search Advanced Search

Top Menu Features Description s o

Our menu has changed!
The menu is now located across the top of the page. Click on Main Menu to get staried.
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 - ——
subfolders. e

Menu Search, located under the Main Menu, now m

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 vl

Search Menu:

) 01/20/2016 08:39:20 Al ~ | Search 7 | Advanced Search
-
5
03 CEmployee Seli-Service B CFrocurement B Requisition
Top Menu Feat| (3  Manager Self-Service D Employee Project Cent D
03 Purchasing [E] Travel and Expense Cel B Rrecewing
8 eProcurement v
The menu is noj B9 Services Procurement R in Menu to get started
Highlights £ commitment Control 4
Recently Used —1 Real Time Softom Line 4
Favorites meny 3 et Up Financials/Supply Chain 3
C1  Eenterprise Compenents 3
01 worklist L3
{3  Reporting Tools 3
Breadcrumbs| —)  PeopleTools 4
path and give Y [ cpange My Password
subfolders.
El' wy Personalizations
El my System Profile
E my Dictionary
Menu Search, B MyFeeds

supports type aMEET WG ITTERSS TIONTY PSS
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 ‘ MainMenu v > Employee SelfService~ » Procurementw > Manage Requisitions

iNFormATion  mmt0110 on FSTSTU (easapp12) - 01/28/2016 08:06:26 Al ~ | Search % | Advanced Search

Manage Requisitions

{¥1Search Requisitions
To locate requisitions, edit the criteria below and click the Search button.

Business Unit|SY769 Q Requisition Name Q
Requisition ID Q Request State [All but Complete v BudgetStaws[ ]
Date From [01/21/2016 5 Date To 01/28/2016 il
Requester |F82200 Q Entered By Q PO ID Q

Clear Show Advanced Search

Requisitions (7

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

ReqID Requisition Name BU Date Request State Budget Total

0000000137 Server for Lab 222 SY769  01/27/2016 Pending Valid 14,000.00 USD |[Select Action] vl 6o

0000000134  server for professor plum SY760  01/26/2016 Pending valid £,000.00 USD |[Select Action] v|| o

0000000133 Computer for Dr. Davis SY769  01/22/2016 Canceled Not Chi'd 0.00 USD |[Select Action] vl Go

0000000132 Server for lab 999 SY769  01/21/2016 Pending valid 14,000.00 USD |[Select Action] V| eo
Create New Requisition Review Change Request Review Change Tracking Manage Receipts Requisition Report

8. Review the list of requisitions to locate the appropriate record.
9. Select Undo-Cancel from the requisition’s associated dropdown menu.

Favorites « | Main Menu > Employee Self-Service v > Procurement+ > Manage Reguisitions

.E“ WEommATion  mmt0110 on FSTSTU (easapp12) - 01/28/2016 10:10:23 Al | searcn > Avanced Search

Manage Requisitions

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

Business Unit |SY769 Q Requisition Name Q
Requisition ID Q Request 5tale|AII but Complete W Budget Slalus\ V|
Date From [01/21/2016 E1 Date To [01/28/2016 &
Requester E02200 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.

Req ID Requisition Name BU Date Request State Budget Total

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

0000000134  server for professor plum 8Y769 01/25/2016 Pending Valid 8,000.00 USD |Copy Go
PreCheck Budget

0000000133 Computer for Dr. Davis SY769  01/22/2016 Canceled Not Chk'd 0.00 USD BRI FRNIE Go
View Cycle

0000000132 Server for lab 999 SY769  01/212016 Pending Valid 14,000.00 UsD |View Print. Go
[Select Action]

Create New Requisition Review Change Reguest Review Change Tracking IManage Receipts Requisition Report
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10. Click Go.
|

'E“ Al - | Search »
Manage Requisitions
w Search Requisitions
To locate requisitions, edit the criteria below and click the Search button.
Business Unit [SY762 a Requisition Name | a
ReguisitoniD| |Q Request State [All but Complele ~ Budget Status| v
Date From|01/21/2016 51 Date To [01/22/2016 34
Reauester 82200 a T I L —
[ seacn |  cear | 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.
Req ID Requisition Name BU Date Request State Budget Total
) 0000000137 Server for Lab 222 SYT69  01/27/2016 Pending Vvalid 14,000.00 USD [[Select Action] M
b 0000000134  server for professor plum SY768  01/25/2016 Pending Valid 5,000.00 USD [[Select Action] V[ e |
) 0000000133  Computer for Dr. Davis SY768 012212016 Canceled Mot Chicd 0.00 usp [Undo-Cancel M)
) 0000000132 Server for lab 399 SY760  01/21/2016 Pending Valid 14,000.00 UsD [[Sefect Action] v o
Create New Requisition Review Change Request Review Change Tracking IManage Receipts Requisition Report
. . a2
11. Click Reopen Requisition.
‘E“ Al ~ | Search »
Requisition Details for: Thomas,Meesha Meoria
Business Unit SY769 Date 0172212018
Requisition ID 0000000133 Status Canceled
Requisition Name Computer for Dr. Davis Total 0.00 USD
Line Details
Line ttem Description Status Price Qty Total
1 #755563 Opitpelx Dell Server  Canceled 2,000.00000 Each 1.0000 2000.00

If you would Ilketu Resubmit this Reqguisition first click the "Recpen Requisition” button and then select the

€@  -Edit Requisition” from the Manage Requisitions page and click Go. Once you are at the Requisition Summary
page click the "Save and Submit” button.
Return to Manage Requisitions
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Note: The system displays the Request State as “Open.”

Favorites ~ ‘ Main Menu ~ > EMployee Sef-Sernvice = > Procurement~ > Manage Requisimions,

wrormation  mmt0110 on FSTSTU (easapp12) - 01/28/2016 08:16:05 All | Search # | Advanced Search

Manage Requisitions

Search Requisitions

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

Business Unit SY769 Q Requisition Name Q
Requisition ID (=} Request State [All but Complete ~ Budget Status | v
Date From 01/21/2016 El Date To |01/22/2016 El
Requester E92200 [} Entered By Q PO ID Q
Search Clear Show Advanced Search

Requisitions (?

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

ReqID Requisition Name BU Date Request State Budget Total

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

0000000134  server for professor plum SY760  01/25/2016 Pending Valid 8,00000 USD |[Select Action] V|| Go

0000000133 Computer for Dr. Davis SY769 m.'zzfzm Not Chi'd 2,000.00 USD |[Select Action] v Go

0000000132 Server for lab 999 SY769  01/2172016 Pending Valid 14,000.00 USD |[Select Action] vi| 6o
Create New Requisition Review Change Request Review Change Tracking Manage Receipts Requisition Report

12. Select Edit from the newly opened requisition’s associated dropdown menu.
13. Click Go.

Favorites ~ | Main Menu ~ > Employee Self-Service~ > F ~ > Manage R
-mu""'m""' mmt0110 on FSTSTU (easapp12) - 01/28/2016 08:16:05 Al + | seaun | hehianced Sesveh

Manage Requisitions

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

Business Unit |SY769 Q Requisition Name Q
Requisition ID [ Request State [ All but Complete v BudgetStaws| ]
Date From [01/21/2016 ) Date To [01/2872016 I
Requester [E22200 Q Entered By Q POID @
Search Clear Show Advanced Search

Requisitions (2

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.

RegID Requisition Name BU Date Request State Budget Total

0000000137  Server for Lab 222 5Y769  01/27/2016 Pending Valid 14,000.00 USD |[Select Action] hd Go

0000000134  server for professor plum 8Y769  01/25/2016 Pending Valid 8,000.00 USD Go

0000000133 Computer for Dr. Davis 8Y760  01/22/2016 Open Not Chk'd 3,000.00 USD{ELE Go
PreCheck Budget

0000000132 Server for lab 999 SY769 01/21/2016 Pending Valid 14,000.00 USD x:zx g;;‘f Go
Select Action]

Create New Requisition Review Change Request Review Change Tracking Manage Receipts Requisition Report
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14. Click OK.

This, guesition & pending approval Fdsing ths rrquision may mnitializs approval procoss (1RO, 6243)

[k ) Comai]

15. Change Ship To, Due Date, or Quantity fields as appropriate.
16. Click the item name under the Description category.

Edit Requisition - Review and Submit
Foirvar by o indormation and sutes M g for aporoval »
My Preferences o Requmition Settings.
Requisition Summary
Business Unit [SV260 | Univ. ot Nortn Texas System Requisition Name (Compuler Dusk for Or. Davis |
3
Requaster £15203 P G Hegquisition 100900900113 S
Prioniy [Fagim | @
Cumency  LSD Refrash
Custom Fieids —n—w.———_]
cart Total Amount 600,00 USD. A Acd More liems
aetans Fist 4 1waetz W Last
raem 1D Quansty vom Price Total Detaie Comments il Tat Deate
[ 1pood]  Each 000000 ww B Cax @
shipping Line 1 “snipTo  [USS 135 a ipta Quantty | 16000 #
Address  UNT Gontral Ricening A0 G Time Asdress Price 5000000 Prce Adjustmant
Denton, TX 76205
Pegging inquiry
Attantion Te  |Faciliies Maintenance | Pegging Warkbench
Due Date 12313015 ] Custam Fioids
¥ Accounting Lines
~ [12 & DeiPrinter Summus industries inc 10000]  Each 100.0000 w000 [ e B
Shipping Line 1 *ShipTo  USH 135 =8 Quantity | 10000 E3]
Asa On Tima AGaress Price 1000000 Prico Adistment
Pegping Warknench
Custorm Exids
(] Select All i Deselect Al : 8 Add to Tempiatais) I Dalets Selected 1ZhMass Cnangs
Total Amount B00.00 USD.
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17. Change information in fields as needed.

Edit Requisition 2

ePro Services
New Requisition

Web

Forms

Favorites
Recently Ordered

External Catalogs

Facilities Mai o
actt Home  AF My Preferences *Requlsﬂinn Settings I E 2Lines
LIS 2T 2 | search [Al V]| I Search | Advanced searcn

New Requisition

“Goods/Service |computer Desk

Description
Quantity

*Unit of Measure

Amount “Curtency Cote
“Category 20464 g
suppier D foosoooe227 Suggest New Suppler
Name |Summus Ir ies Inc | Q
Quote | ? Quote Date 12/18/2015
Beginning Date ? Date of Completion [12/21/2015 |57
Additional
(1]
[ send to Supplier [ show at Receipt ["] show at Voucher

18. Click Apply.

Edit Requisition =

Welcome  Facilities Maintenance

Request Options

All Reguest Options

ePro Services
New Requisition

Web

Forms

Favorites
Recently Ordered

External Catalogs

@ Home My Preferences 38 Requisition Setings | 1 2 Lines
search [All ] f searth | agvanced Search
New Requisition

*Goods/Service |Computer Desk

Dy

Quantity L 2

Amount 750.00

“category [20688

Supplier ID 0000006227 Q
Supplier Name. Surmus ndusir e G,

*Unit of Measure
“Cunency Code

‘Suggest New Supplier

uote Number ?

Beginning Date [12/25/2015 ?

Quote Date
Date of Completion ?

j

[] send to Supplier

[ show at Receipt

[ show at Voucher
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19. 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 " Rhesh |
GCustom Frekis e
Cart Summary: Tolal Amount 1,600.00 USD <= Add More Items
Expand lines to review shipping and accounting detalls First (4 1w2of2 b Last
Requisition Lines 7
Line: Description Hem 1D Supplitr Quamntity uoM Price: Tolal  Detalls Comments Bid Tab Drdete
~ [O1 G Computer Desk Summus Industries Inc 70000 Each 750.0000 150000 MR O oage
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 Dull Printer Summus Industries Inc 10000 Each 1000000 wooo My D oadd ®
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
[] Swlect 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 requismon comments
The vencor offered a deal of 2 for 5750, instead of 1 for 3500, 50 we are now buying 2, and has ~
Dent Contact: Sarah | Contact Phone: 940-555-55551 Contact Emall: sarahiones{@iunt edu | v|
[ send to Suppiler [ Show at Receipt [ shown at Voucher o na
Approval Justification
Enter for this
Dept Cantac! Sarah | Contact Phone. 540555 55581 Contac! Emisl sarabjors@url edu | £
Spacial Instruchons: Pisase email the address above when ths onder ships
Furpose Statement: This purchase will allow Professor Davis 1o conduct cutting edge research which could result in grants and national recognition for the UNT System.
L] " [l . Budget Checking Status:Not Checked
(%  Submil B sane Betors suamic b Acd More ltzms € Preview Appravals
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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
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