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Title: Creating a Change Request
If a change needs to be made on a requisition that has already been sourced to a purchase order
and sent to a vendor, a change order can be created.

To create a change request for a requisition, follow the steps below:

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

UNIVERSITY ©@F NORTH TEXAS SYSTEM™

-EIS Enterprise Information System

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

Password (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
duri + Google Chrome 24

uring these regular !
maintenance times: + Firefox 17

. « Internet Explorer 11, 10, 9, and 8

e Tuesday 7:00 - 9:30 pm o Safari 6
e Thursday 7:00 - 9:30 pm
» Saturday 7:00 pm to noon Note: Internet Explorer’s Compatibility Mode is unsupported in EIS. Turn off this feature in

Sunday Internet Explorer under Tools = Compatibility Mode Settings.

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

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

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

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

Our menu has changed!
The menu is now located across the top of the page. Click on Main Menu to get started.
Highlights

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

Breadcrumbs visually display your navigation

path and give you access to the contents of e i
subfolders aime

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

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

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

UNT System Business Support Services Page 2 of 10



5. Verify that the information in the Business Unit and Requester fields is correct.
6. Enter the appropriate search date range into the Date From and Date To fields.

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

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

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

Manage Requisitions

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

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

Requisitions (7

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

ReglID Requisition Name BU Date Request State Budget Total

0000000115 Computer for Professor ... SY769 1272172015 Open Not Chk'd 1,150.00 USD |[Select Action] v| Go

0000000114 Comment Test SY769  12/18/2015 Pending Valid 100.00 USD |[Select Action] v| Go

0000000113 Computer Desk for Dr. D... SYT69  12/18/2015 Approved valid 600.00 USD |[Select Action] v ce

0000000112 Computer for Professor .. SYT69  12/18/2015 Pending Valid 1,150.00 USD |[Select Action] V|| Ge
Create New Requisition Review Change Request Review Change Tracking Manage Receipts Requisition Report

8. Click the triangle icon” next to the Req ID to view the current status of the requisition.
Note: The requisition’s status screen will open.

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

wroamation  mmt0110 on FSTSTU (easapp12) - 12/23/2015 11:39:20 Al ~ | 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 1D Q Request State | All but Complete hd Budget Status V\
Date From |12/16/2015 El Date To 12/23/2015 £
Requester E15203 (e} Entered By Q POID Q,
Search Clear Show Advanced Search

Requisitions (7

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

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

Manage Requisitions
w Search Ri it
To locate requisitions, edit the criteria below and click the Search button.
Unit [SY769 Q isition Name | lay
RequisitoniD||& Request State [Al but Complefe v Budget Status
Date From|D2/18/2016 El Date To [02/13/2016 [
Requester E92200 o EneredBy[Q PO
| seamh | Clear | Show Advanced Search
| Requisitions (7)
Approvals —_—
To view the lifespan and line items for a requisition, click the Expand triangle icon Copy Go
To edit or perform another action on a requisition, make a selection from the Action dropdown list and click Go. Edit
ReqID Requisition Name BU Date Request State Budget Total View Cycle Go
v 0000000154  Computer for Professor...  SY769  02/19/2016 Pending Valid 1,150.00 UsDjjView Print —
Requester Business Services-Gen Entered By Thomas,Meesha Meoria Priority Medium &I
Pre-Encumbrance Balance Not Available
- — g B =
w e
Requisition Approvals Inventory R“C fase Receiving Retums Invoice Payment
Request Lifespan:
Line Information Personalize | Find | IE|| E First ‘4 1-20f2 »/ Last
Line Description Status Price Quantity UOM  Supplier
1 ﬁ? Dell Desktop Computer Pending Approval 1000.00000 usD 1.0000 EA ‘Summus Industries Inc x
2 ﬁ? Dell Keyboard Pending Approval 150.00000 usD 1.0000 EA ‘Summus Industries Inc x
) 0000000153 00DDDOO153 SY760 021972016 Open Valid 10.00 USD [[Select Action] v][ o |
) 0000000152 computer for Dr Phil SY769 021182016 Pending Valid 29000 USD [[Select Action] v Go |
Create New Requisition Review Change Request Review Change Tracking Manage Receipts Requisition Report

10. Click Go.

Manage Requisitions

| ™ Search Requisitions

Ta lncate meguissbion, edit e criteri belos and chck fhe Search bution

Business Unit Name =S
Requisition ID | Request State [l but Compiete ~] Buggetsaws[ ]
Date From 121182015 Date To 12232015
Requester £15203 Entered By POID =%
- m'ml_cw_ Shaw Advanced Search
Hoquisitinns 7
To view the ifespan and line ftems for a requisition, click the Expand triangle lcon.
To edit or perform ancther action on 3 reguésiion, make 3 selection trom the Action dropdown list and click Go.
Rea D Requisition Name BU Date Request State Buaget Total
B DDOODODT1S  Compuber for Profossor .. SYTED 122172015 Open Mot Chicd 1,150.00 usD [ISelect Action] ~|| _6a |
b D0OO0D0114  Comment Tes! SYTE)  1IAP01E Pending Aalid 10000 UsD ISt Action] ~| Ga |
0000000113 Computer Desk for Or. ... SYT62 12182015 PO{s) Created “walid £00.00 LSO [Eat V]@
Requester Farilities Mainienance Entered By Thomas Meesha Meoria Priority Medium
Pre-Encumbrance Dalance Not Availabie
= - e .
) & & & ¥ g g 9
Foguisition Approvels Imveniony Coeia h_‘u‘"" Fecenving Fneums Payment
Request Litespan: )
Line Information Personalize | Fina | 20| B Fist 4 12012 & Last
Line Description Status Price Cuantity UOM  Suppilier
1 £ Compuler D=k POChated  500.00000 usn 10000 EA Surmmus dstries nc x
2 & Dell Printer POCreated  100.00000 uso 1.0000 EA BUMMUS INGUSTTES Inc x
b 0000000112 Computerfor Professor,.  SY760 121182015 Pending valid 1,150.00 UsD|iSeiect Action] v e |
Cresates Nerw Resquisition Review Change Ruguest Roview Chisnige Tracking Mariage Roceips Roquistion Repart

. ____________________________________________________________________________________________________________________________________________|
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11. Click OK.
Note: Editing an approved requisition that has already been sourced to a purchase order

will send the requisition through the approval process again.

This rquesition i pending approval Edsng the rquission may rinitialize approval process. (1R036,6243)

I =

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

Edit Requisition - Review and Submit
v s e informabian and subm the oG 1or approvil »
My Preferences o Requmition Settings.
Hiquisition Summary
Business Unit [SY/66 Univ. of Morth Texas System Name [Computer Desk for Or. Davia |
Requaster £15203 P —— Heguisition 10 000000113
Prionity [Megum |
Cumency  LSD ™ .
Gusiom Flests il
Cart Total Amount 60000 USD A Acd hare ems
review aetais First 4 1maez W Lam
Une  Description 8em 1D Supplier Quannty uoM Pree Totsl  Detais Comments i Tab Delste
shipping Line 1 “snip To S8 135 n ipta Suonuty [T 10000} @
Address  UNT Central Ric A e Tire Asdress, Price
ortal Aot 5000000 Pace Adjustmant
Pegging inquiry
Attantion To  |Faciies Mainisnance Pogging Warkbench
Due Date 12313015 ] Custam Fioids
~ (012 g Deli Printer 100.0000 ogo [ O Aga @
Shigping Line 1 [ 10000 [l
1000000 Prico Adjstment
Poging Worksench
Custom Fwids
(] Select All/ Deselect A 18 Mass Change
Total Amount B00.00 USD

. ____________________________________________________________________________________________________________________________________________|
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14. Change the Quantity and/or Amount as needed.

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

Note: Do not make changes to any other fields.

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

TFaRAATIEN mmt0110 on FSTSTU (easappi2) - 12/23/2015 13:48:17

Manage Requisitions »

Requisition

Al | Search

Edit Requisition (z

Wel Facilities Maint:

Request Options =

New Requisition

ePro Services

“Goods/ Service

New Requisition Description
Quantity
Web
Amount
Forms “Category
Favorites Supplier ID
Recently Ordered Supplier Name

Quote Number
External Catalogs
Beginning Date

Additional Information

Home

Search

Computer Desk

1

500.0000
204-54 Q
0000006227 Q.
Summus Industries Inc |
533882828 ?

122512015 ?

A My Preferences Requisition Settings |

> | Advanced Search

E 2 Lines

Checkout

Search Advanced Search

“Unit of Measure EA
*Cumrency Code USD
Suggest New Supplier

Quote Date 127182015

Date of Completion [12/31/2015 |5 7

iEd]

Send to Supplier

Apply

Show at Receipt

Show at Voucher

16. Click Apply.

Favorites | Main Menu ~

Edit Requisition

Welcome  Facilities Maintenance

Request Options hd

Search

All Request Options New Requisition

ePro Services *Goods/Service

Additional Information

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

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

Home

Requisition

Al

Computer Desk

New Requisition Description o
Quantity 2 Unit of Measure
Web k
Amount 750.00| Currency Code
Forms *Category |204-64 Q,
Favorites Supplier ID 0000006227 a
Recently Ordered Supplier Name |Summus Industries Inc | Q
Quote Number 388338333 ? Quote Date
External Catalogs .
g Beginning Date [12252015 | 7 Date of Completion

Send to Supplier

Apply

Show at Receipt

~ | Search

A My Preferences Requisition Settings

# | Advanced Search

I = 2 Lines Checkout

Search Advanced Search

usD
Suggest New Supplier

1218/2015
12/3172015 |5 7

Ea]

Show at Voucher
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17. Enter change-related comments into the Requisition Comments and Attachments field.
18. Enter purchase justification-related comments into the Approval Justification field.
19. Click Check Budget.
Note: Do not click Save Before Submit since doing so would cause the system to process
the requisition without performing a budget check.

Favorites = Moin Menu = > Employes SeliService = » Procwement= > M o -
ENTERPRISE
mm- mmt0110 on FSTSTU (easappi2) - 12/23/2016 13:48:17 Al - Seach , T
Review the item information and subemit the req for approvas .
My Preterences S Requistion Setings
Requisition Summary
Business Unit | SYT69 Univ. of North Texas System Requisition Name |Compater Desk for r. Davis
Requester [E15203 Faciliies Mainkenance Requisition ID 0000000113 e
2 Modom ] Delete Bid Vend:
Currency LSO rlosy | .
Custom Fiekds
Cart Summary: Total Amount 1,600.00 USD <= Add More Items
Expand lines to review shipping and accounting cetails First (4 1w2ol2 b Last
Requisition Lines 7
Line: Dessicription Hem ID Supplier Cuantity uoM Price Total  Detaits Comments Bd Tab Dedete
¥ 1 § Computer Desk Summus Indusines Inc Z0000)  Each 750.0000 1500.00 m O aga @
Shipping Line 1 “ship To  [LISB 135 o Agd Shipes Comments Quantity 2.0000 £3]
Address  LINT Cantral Recaiing Add Ona Time Address Price 750.0000 Price Acjustment
Denton, TX 7620
Pegng Inguiry
Anention T Facilities Maintenance Peggng Workbench
Due Dale 123172015 W Custom Fiekis
b Accounting Lines
¥ [12 g Del Printes Summus Industries Ine 1.0000)  Each 00,0000 10000 ) O age o
Shipping Line 1 “ShipTo USE 135 aQ A Shipta Commenss Quantity 1,0000 +|
Addiess  UNT Central Receiving Ada O Time Adaress Price 1000000 Price Adjustmunt
Denton, TX TE205
Pegoing Inguiry
Adtention To Faciibes Maintenance Puegging Workbench
Due Date 127312015 W Custom Fiekls
b Accounting Lines
[] Sadesct Al { Dot All Setect Wnes 10; | A0 10 Favorites T3 Add to Temptate(s) 1 Detete Seiected i mass Change
Total Amount 1,600 00 USD
Pre.Encumbrance Balance Mot Avaliable
Shipping Summary
. Eit for Al Liness
Ship To Location USB 135
Address UNT Central Recaiving
Denton, TX 76205
Allention To Faciibes
Comments
Requisition Comments and Attachments
Enter requistion comments
The vencor offered a deal of 2 for 5750, instead of 1 for S500, 50 W are now buying 2, and the fequisiban has been edited accordingly. A
Dent Contact: Sarah | Contact Phone: 940-555-55551 Contact Emall: sarahiones{@iunt.edu | v|
[ send ta supptier [ snow at Recel [ snown at Voucher
e - Eaf more Comments and Altachments
Approval Justification
Enter aporoval justification for this requisiton
ahjones@unt edu | 3
utting ecge research which could result in grants and national recognition for the UNT System.
5 1 DBudget Checking Status:Not Checked
"L Creck Busget Y pre-chec Budget the
& Submit Save Before Submit SF Acd More lems 63 Proview Approvals

. ____________________________________________________________________________________________________________________________________________|
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20. Click OK.
Note: Editing an approved requisition that has already been sourced to a purchase order
will send the requisition through the approval process again.

Message

This action wil restart the approval process. Click OK fo continue, or click Cancel to go back (18036,12207)

Ol el

e magn

21. Click th ifying glass next to Reason Code.

Enter a reason code and comment for making changes that are being tracked.

Reason Code cHoANT (0D

Comment [Req Change Amount E2: A

Cuse Same Reason Code
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22. Select the appropriate Reason Code in the Look Up Reason Code dropdown based on
the reason for changing the requisition.

Look Up Reason Code

SetiD SHARE
Reason Type Procurement Change
Reason Code [begins with v || |

D ion [begins with v || |

[ LookUp || ciear || cCancel |BasicLogkup

Search Results

View100 Fist & 13ers ) Last
Reason Code Description
CHGAMT  Reqg Change Amount
CHGDISTRB Req Change Distribution
CHGQTY  Req QTY Change

23. Enter comments in the Comment field.

24. Click OK.
Note: The comment window displays a default comment; however, you will need to add
additional comments in order to further explain the change to the requisition.
[
d) A s[5

Enter a reason code and comment for making changes that are being tracked.

Reason Code |CHGQTY Q

Comment [Req QTY Change EIQ

'We received a discount for purchasing
two instead of one.

[Tuse same Reason Code

ok |

. ____________________________________________________________________________________________________________________________________________|
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Note: The Confirmation screen will open.

The change request will be re-routed through the normal approval process.

When an approved 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

Requisition ID 0000000113
Dept Contact: Sarah | Contact Phone: 840-555-55551

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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