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Title: Purchases Over $25,000.00

Purchase transactions over $25,000.00 require formal bids. UNT System Procurement Services is
responsible for soliciting formal bids once an approved requisition, with a Request for Formal
Solicitation form attached, is received in good order.

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. Complete Request for Formal Solicitation form, providing the scope of work and
product/service specifications.

2. Enter EUID and Password.

3. Click Sign In.

UNIVERSITY ©F NORTH TEXAS SYSTEM™

-EIS Enterprise Information System

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

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

This system is the property of the University of North Texas System and your use of this
resource constitutes an agreement to abide by relevant federal and state laws and
institutional policies. Unauthorized use of this system is prohibited. Violations can result
in penalties and criminal prosecution. Usage may be subject to security testing and

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

What's my EUID?

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

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

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

State of Texas » Statewide Search » Texas Homeland Security * Fraud Reporting # Public Information Act * Online Institutional Resumes
University of North Texas = UNT Health Science Center » 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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http://bsc.untsystem.edu/sites/default/files/RequestForFormalSolicitation_0.pdf

4. Click Main Menu.

Favomes-| TMal

Al ~ | Search # | Advanced Search

Top Menu Features Description (IR - 4

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 e
subfolders.

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 ~ | [ Maln Menu |
Search Menu:
» 02/06/2016 12:54:09 Al ~ | Search 7 | Advanced Search
[ 3 Erocurement) B @
Top Menu Feat| 3  Manager Sefi-Service D Employee Project Cent B Manage Requisiions
3  Purchasing [E Travel and Expense C| B Receiving
O eProcurement J
The menu is no 9 Services Procurement , lin Menu to get started.
Highlights 3 commitment Control 4
Recently Use 3 Real Time Bottom Line 4
Favorites meny [ set 1p FinancialsiSupply Chain 3
=] Enterprise Components 3
0O worklist 4
3 Reporting Tools »
Breadcrumbs| (1 PeopleTools 4
path and give D Change My Password
subfolders.
D My Personalizations
[E wmy system Profile
[E wy Dictionary
Menu Search, E MyFeess
supports type aEat WM THaRES IOy pages
much faster.
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6. Verify that the information in the Business Unit and Requester fields is correct.

Note: Supplier information should not be completed as the vendor will be selected based
on the formal bid process conducted by Procurement Services.

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

.E|§ rommation  mmt0110 on FSTSTU (easapp12) - 02/06/2016 13:04:35 Al ~ | Search » | Advanced Search

Requisition Settings

Business Unit SY769 O\ Univ. of North Texas System Requisition Name
*Requester |E%2200

Q. Business Services-Gen Priority
*Currency usp

Custom Fields
Default Options (2
O Default If you select this option, the defaults specified below will be applied to requisition lines when there are no predefined values for these
- fields.
® Override If you select this option, the defaults specified below will override any predefined values for these fields, only non-blank values are assigned

Line Defaults (7

Supplier Q Category Q
Supplier Location (&} Unit of Measure (&}
Buyer Q
Shipping Defaults
Ship To |BSCA 400 [} Add One Time Address
Due Date [5) Attention

Distribution Defaults
SpeedChart Q.

Accounting Defaults

Personalize | Find | @| E
Chartfields1 Details

First ‘&' 10f1 ‘& Last
Asset Information

Dist Percent Location

GL Unit Account AltAcct  Dept [

Fund Function PCBusUnit  Proj
Cat

1 BSCP 400  |Q [8Y769  |Q aQ @ [622000 |Q, Q Q Q Q
<

>

7. Enter Requisition Name.

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

Requisition Settings

Business Unit SY769 | Q Univ. of North Texas System Requisition Name |PIP€ Organ for Dr. Tunner
*Requester |E92200

Q. Business Services-Gen Priority

*Currency usD

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

Accounting Defaults

Personalize | Find | 2| E First ‘&' 4of1 ‘& Last
Chartfields1 || Details || Asset Information
Dist Percent Location GL Unit Account AltAcct Dept E‘;?d Fund Function PC Bus Unit Proj
1 BSCP 400 |G [SY769 |@ aQ Q g22000 | [ (&) a Q Q
< >
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9. Select the appropriate Fund Cat from the Look Up Fund Cat dropdown.

Look Up Fund Cat

[x]

SetlD

Help

SHARE
begins with »

Fund Category
. -

[begins with v

| Lookup || clear || Cancel | Basic Lookup

Search Results

First @ 1280128 @- Last
Educational & General
Auxiliary
'Designated Operating-Managed
el et b
‘Quasi Endowment Spendable
Unrestricted Loans
Quasi Endow Corpus and Apprec
Restr True Endowment Spendable
Restr Quasi Endowment Spendabl
Loans and Contracts
Rest Quasi Endow Corpus/Apprec
Restr True Endowment Apprec
Restr Expendable Cap Cnirotn
»Spmsofed F’fﬁec&ﬁééﬁ
'Restr True Endowment Corpus
Restr Non-Expend PR Life Inc
Net Investment in Plant
Retirement of Indebtedness
‘Agency Funds
Suspense Fund 34 [CONY ONLY]
'Suspense NTfund 93 [CONV ONLY]
Suspense Unmapped [CONV ONLY]
Suspense for Plant [CONV ONLY]
“S‘us_neme Inactive [CONY ONLY!
‘Suspense [CONV ONLY]

10. Click on the magnifying glass next to Fund.

Accounting Defaults Personalize | Find | 20| &

Chartfields1 || Detais || Asset Information | [F=)

Account Alt Acct  Dept Fund  cing

First ¢ 10f1 ® Last

PCBusUnit  Proj

Dist ‘Percent Location GL Unit Cat Function
1] | [BscP 400 |a [sviee @ | Q[ | [e22000]Q o) [ Q&D a [ e [
€ >
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11. Select the appropriate Fund from the Look Up Fund dropdown.

Look Up Fund [xl
Help

SetiD

A
SHARE
Fund [pegins with || |
Description [begins with ]| |
[ tookUp |[ Glear |[ Cancel | Basic Lookup

Search Results

Only the first 300 results can be displayed.
Miew 100 First U amermn () Last
100002 DepOp/QEnd-Majerie Wilson Orgn
100004 DepOp/QEnd-Schl Of Visual Arts
100005 DepOp/AENd Unest Gift fund
100007 DepOp/QEnd-Getty Musical Art
100008 DepOpiQENG-L Murchison Tutor
100009 DepOp/QENd-Prsdnt's Crnrston
100013 DepOp/QENd-Chas. H.Fleming Trst
100015 DepOp/QENd-Everett Foundation
100017 DepOp/QEnd-Trip-Onstead Inst
100021 DepOpIQENC-RY Fn Rsv Ser 1999

100023 DepOp/QENd-Rev Fin Sys Ser 05
100024 DepOp/QENd-Employee Ben Prg

100025 DepOp/GENd-Unt Hith Self Ins
100026 DepOp/QENd-Journalism Pr Endow
100027 DepOp/QENd- Lone Star Chair
100028 DepOP/QEN-UNT Quasi Endow
130001 Schol/QEnd-General Univ
130002 Schol/QEnd-Decker
1ER0G SR Fagls Eanapates;
130004 Schol/QEnd-Boeing Elec Tech
130005 ScholiQEnd-H. W. Wilson
130006 ScholiQEnd-Dr James Tad Lot
130007 Schol/QEnd-Pres Council
130008 SchollQEnd-L Murchisen iJgrad
130009 ScholGENG L Murchison Gt
13001 DfSchoUQEnd-L Murchisen Dance
130011 Schol!QEnd-L Murchison Costum
130012 SchollQEnd-L Murchison Dramate
130013 Schol/QEnd-Paramount Picturs
130014 Schol/QEnd-Paramount Fic/DED
015 SchollQEnd-Paramount Bio Sti
130016 ScholiQEnd-Paramount Pic/CVAD
130017 Schol/QEnd-Men's Goif
130018 SchollQEnd-Chancellor Hotel
130019 SchollQEnd-CMHT-Banfi Vintner
130020 ScholiQEnd-Auxiliary Services
130021 ScholiGEnd-L Murchison Grad
130022 Schol/QEnd-TCOM Minarity
130023 Sehol/OFnd-Grainner

12. Click on the magnifying glass next to Function.

Accounting Defaults
 Chartfields1 || Detais || Asset nformation | [F=5)

Personalize | Find | G BR Fist 0 1071 %) Last

Dist Percent 'Location 'GL Unit .uu:mnt .Mtﬂcd IDept E:’;d Fund 'Fm PC Bus Unit Proj
1] | BSCP 400 |Q sY762 Q| Q| |® (822000 (@ (2000, 830001 |Q | &) [
< I >
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13. Select the appropriate Function from the Look Up Function dropdown.

Look Up Funchon

A =l HHARE
: Funttion [Begins with w |
1 Descopon [begins wim ]|

Search Results
Miew 100 First (4 isomise Wb Last
Function
- e
o 110
120

§EEEEZzaaREREE

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

Requisition Settings

Business Unit [SY762 |Q Univ. of North Texas System isition Name |Fipe Organ for Dr. Tunner
Eez200 R Business Services-Gen Priority
*Currency
Cusiom Fields

Default Options @

) 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)

supptier [ ], caegoy @

SupplierLocation | @ UnitofMeasure | |Q

Buer | &
Defaults

shipTo [BSCA 400 |Q Add One Time Address

DueDate i i
Distribution Defaults.
SpeedChart :q
Accounting Defaults Personaiize | Find | 2] B At 4 1ot1 B Last

Chartfields1 | Details || Assetinformation | [

Dist Percent Location GL Unit Account Alt Acct  Dept

‘F_:‘“’ Fund Function PC Bus Unit Proj

[ Jescram Ja sve @[ Ja [ Ja mzowle o Bwne B Al @l
< IEEESSSSSSSS—S———— >

Lok | Cancel |
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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.

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 NANIN

Track order using Manage Requisitions.
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Creating the Requisition

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

1. Click New Requisition under the ePro Services section.

Reguest Opfions -

Enter search criteria or select
from the menu on the right to
begin creating your requisition.

Search

53 ePro Services .@ Web
.
Request Services

New Requisition

E ‘v Favorites Da Recently Ordered
View recently ordered items and

Browse Favorite Items and

Services services

Browse Supplier Websites

Favorites + Main Menu - > Employee Self-Service + > Procurement -~ > Regquisition
ENTERPRISE
UE [ irainon  mmt0110 on FSTSTU (easapp12) - 02106/2016 13:04:36 Al ~ | search > Advanced Search
Create Requisition 2
Welcome  Business Services-Gen Home A" My Preferences Requisition Settings [ OLines Checkout

Search Advanced Search

Forms

Create and Submit Forms

33 External Catalogs
Browse Supplier Website ltems

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

item 1

Computer, Dell, Optiplex 902 _

Goods

2. Enter the description of the good or service in the Goods/Service Description field.
Note: Descriptions should be concise, but complete and should include the part number,
catalog number, or model number if available, along with a detailed description.

Favorites -

Main Menu -

» Employee Self-Service » > Procurement~ > Requisition

.E|s iRrormaTion  mmt0110 on FSTSTU (easapp12) - 02/26/2016 13:30:24

Create Requisition 2

Welcome Business Services-Gen
Request Options =

Al Hequest Options

ePro Services
New Requisition

Web

Forms

Favorites
Recently Ordered

External Catalogs

All  ~ | Search #  Advanced Search

Home /¥ My Preferences Requisition Setings | B 0Lines CIEoin
Search Search Advanced Search
New Requisition
*Goodsi/Service
Description *Unit of Measure Q
Quantity
Amount *Currency Code |USD
*Category .
Supplier ID Q, Suggest New Supplier
Supplier Name a
Quote Number 7 Quote Date [
Beginning Date =7 Date of Completion [ 7
Additional Information
g

[ send to Supplier [ show at Receipt

Add fo Cart

[ show at voucher

__________________________________________________________________________________________________________________________________________________|
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3. Type the number of items in Quantity field.

Favorites « | Main Menu ~ > Employee Self-Service~ > Procurement~ > Requisition
ENTERPRISE
BT 5=a mmto110 on FSTSTU (easapp12) - 0212612016 13:30:24 Al ~ Searcn » | Auvamead Search
Create Requisition 2
Welcome Business Services-Gen e
Home My Preferences Requisition Setiings | B 0 Lines Checiout
Request Options v Search Search

Advanced Search

All Request Options New Requisition
ePro Services

*Goods/Service Wicks Opus 5268
New Requisition

Description
*Unit of Measure Q

Web Amount *Currency Code USD
Forms *Category @
Favorites Supplier ID a, Suggest New Supplier
Recently Ordered Supplier Name X

Quote Number ? Quote Date 5
External Catalogs Beginning Date ? Date of Completion 7

Additional Information

-

[ show at Voucher

[ send to Supplier [ show at Receipt

Add to Cart

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

Additional Information

e

[ send to Supplier

Add to Gart

[ Show at Receipt

[ show at Voucher

Favorites ~ | Main Menu ~ > Employee Self-Service~ > Procurement~ >  Requisition
ENTERPRISE
eoamAien  mmt0110 on FSTSTU (easappi2) - 02/26/2016 13:30:24 Al ~ Search >
Create Requisition z
Welcome Business Services-Gen ¢
Home /% My Preferences Requisition Settings I = 0 Lines ko
Request Options hd Search Search Advanced Search
All Request Options New Requisition
ePro Services *Goods/Service Wicks Opus 5268
New Requisition Description - @
Quantity 1 Unit of Measure
Web Amount *Currency Code USD
Forms *Category o}
Favorites Supplier ID Q Suggest New Supplier
Recently Ordered Supplier Name 2
Quote Number ? Quote Date I
External Catalogs Beginning Date w7 Date of Completion 7
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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 v||

| LookUp || Clear || Cancel |Basic Lookup

Search Results
View 100

Unit of Measure
ACR !
AMP

AN

AT

First & tas20r1e2 @ Last

8AG 50
[Bag Bag
‘Barrel - Liquid Measure  Barrel

5E.IH!I1E

Carindge

CAN
Hundred Cubic Feet
‘Cublc Decimeters
‘Cone .
Cubic Feel
Centgrans
"Chain

Centiliters
Centimeters
Cubic Milimeters
Pail

Container

Card

_GRATE

JEATE.

Carton

Cubic Feet

Cubic Inches
Cubic Meters

6. Enter an estimated dollar amount for the good or service in the Amount field.

£

Create Requisition #/

Welcome Business Services-Gen

All Request Options

ePro Services
New Requisition

Web

Forms

Favorites
Recently Ordered

External Catalogs

@ Heme )*My Preferences ‘Requwsilinn Settings |

E 0Lines

search [Al v

| seaen | acvanced search

New Requisition

|Wicks Opus 5268

Deecrmti
‘Quantity \—ﬂ
oot > ]

Caeoy [ la

sopier Ja
supplername —Ja
QuotsNumber | |2
BeginningDate | 57

*Unit of Measure Q
“Currency Coe

‘Suggest New Supplier

Quote Date I:'B
Date of Completion | |57

B

[ send to Supplier [ show at Receipt

[ show at Voucher

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

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

ENTERPRISE
.E ; iFoRmATion  mmt0110 on FSTSTU (easapp12) - 02/26/2016 13:30:24 Al ~ | Searcn * Advanced Search
Create Requisition =
Welcome Business Services-Gen ™

Home 7 My Preferences Requisition Settings I B 0 Lines Checkout
Request Options < Search SEETET Advanced Search
All Request Options New Requisition
ePro Services *Goods/Service |Wicks Opus 5262
New Requisition Description .
Quantity 1 Unit of Measure |EA Q

Web Amount 32,00000 “Currency Code [USD

Forms a

Favorites Supplier ID Q Suggest New Supplier

Recently Ordered Supplier Name Q

Quote Number ? Quote Date [5)
Exte | Catal
xemaltatalogs Beginning Date Bk Date of Completion 7
Additional Information
L
[ send to Supplier [ show at Receipt [ show at Voucher
Add to Cart

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

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

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

Look Up Category

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

~ Search Categories

Search By | Category ] ) fi Find

b Browse Category Tree

 Reun
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9. Select Description from the Search By dropdown menu.

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

Favontes » |  Main Menu - > Employee Self-Service » » Procurement > Requisition
miﬁ“a mmt0110 on FSTSTU (easapp12) - 02/06/2016 15:27:16 Al | searcn > Advenced Search

Look Up Category
Note: You may either Search or Browse to look up the appropriate category for your special reguest

Search Catego
Search By JiEEEEN] Find

Browse Category Tree
Return

11. Click Find.

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

.E“ iFormanion mmt0110 on FSTSTU (easapp12) - 02/26/2016 13:30:24 All | Search » | Advanced Search

Look Up Category

Mote” You may either Search or Browse o look up the appropriate category for your special request

Search Categories

Search By[Descripion | |[Fumiture Find

» Browse Category Tree

Retum

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 v | Main Menu ~ + Employee Self-Service~ > Procurement» > Requisition
.E“ Trommaton mmt0110 on FSTSTU (easapp12) - 02/26/2016 13:30:24 Al ~ Search | Sosteh

Look Up Category

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

Search Categories

Search By[Descripion | [Fumniture Find
Categories Personalize | Find | View All | ] Eﬁ' First ‘& 1 gf1 ‘@) Last
Catalog Category Description Find in Tree
1 PROCUREMENT 0931-45 Maintenance - Furniture «f\

Browse Category Tree
Return
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13. Enter “RFQ” in the Quote Number field.

Favorites » ‘ Main Menu « >

Create Requisition z

Welcome Business Services-Gen
Request Options A

All Request Options

ePro Services
New Requisition

Web

Forms

Favorites
Recently Ordered

External Catalogs

Employee Self-Service= > Procurement= >  Reguisition

eI ATIN mmt0110 on FSTSTU (easapp12) - 02/26/2016 13:30:24

All  ~ | Search 7| Advanced Search

Home A MyPreferences 32 Requisition Settings ] 0 Li Checkout
Search Search Advanced Search
New Requisition
*Goodsi/Service |Wicks Opus 5268
Description
Quantity 1 *Unit of Measure |EA (e}
Amount 32,000.00 *Currency Code USD

*Category (931-46
Supplier ID

Supplier Name

iyl

Quote Number

Beginning Date 5?7

Additional Information

Suggest New Supplier

Quote Date El
Date of Completion [ 7
e

[ send to Supplier [ show at Receipt

Add to Cart

[ show at Voucher

14. Enter Beginning Date by clicking on calendar icon.

Main Menu ~ >

Favorites ~ ‘

Create Requisition @

Welcome Business Services-Gen
Reguest Options -

All Request Options

ePro Services
New Requisition

Web

Forms

Favorites
Recently Ordered

External Catalogs

Employee Self-Service » » Procurement~ > Requisition

m""""’"m mmt0110 on FSTSTU (easapp12) - 02/26/2016 15:28:14

Home A My Preferences

Search

New Requisition
*Goods/Service |Wicks Opus 5263
Description
Quantity 1
Amount 32,000.00)
*Category |931-46
Supplier ID

Supplier Name

oD 5P

Quote Number RFQ
Beginning Date

Additional Information

All  ~ | Search # | Advanced Search

Requisition Settings I E 0 Lines Checkout
Search Advanced Search
*Unit of Measure | EA Q,

*Currency Code USD

Suggest New Supplier

[ send to Supplier [ show at Receipt

Add to Cart

Quote Date [
Date of Completion Ed
B
[ show at Voucher
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15. Select the appropriate date based on whether ordering Goods or Services.

Favoiles = | ManMenu v > Emplojes SelFSenice - Procurement - > Requisition
ENTERPRISE
.E inFormation  mmt0110 on FSTSTU (easapp12) - 02/26/2016 15:28:14 All  ~ | Search > Advanced Search
Create Requisition
wel Business Services-Gi
elcome  Business Services-Gen Home 7 My Preferences Requisition Seftings I = Olines Checkout
Request Options = Search Search

Advanced Search

All Request Options New Requisition

ePro Services *Goods!Service \Wicks Opus 5263

New Requisition Description o
Quantity 1 Unit of Measure  |EA Q
Wweb Amount 32,000.00 *Cumrency Code |USD
Forms *Category [931-46 a
Favorites Supplier ID Q Suggest New Supplier
Recently Ordered Supplier Name SN
Quote Number RFQ ? Quote Date [
External Catalogs
9 Beginning Date JEnl Date of Completion [ 7
3]
Additional Information February 2016
S M T WTFS (eIl
1.2 3 4 5 6
7 8 9 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
238 29
A current Date [¥)

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

Favorites « ‘ Main Menu « > Employee Self-Service » > Procurement» > Requisition
ENTERPRISE
EfJ S mmto110 on FSTSTU (easapp12) - 0212612016 15:28:14 Al ~| Search | Advancad Search
Create Requisition 2
Welcome Business Services-Gen
Home A My Preferences Requisition Settings | 0 Lines Checkout
Request Options - Search Search

Advanced Search

All Request Options

ePro Services
New Requisition

Web

Forms

Favorites
Recently Ordered

External Catalogs

New Requisition

*Goods/Service
Description
Quantity

Amount
*Category
Supplier ID
Supplier Name
Quote Number

Beginning Date

Additional Information

'Wicks Opus 5268
1
32,000.00
931-46 a,
a
Q
RFQ ?

02012016 |[5] ?

*Unit of Measure |EA Q

*Currency Code |USD

Suggest New Supplier

Quote Date ]

Date of Completion

(L

[ send to Supplier

Add to Cart

[ show at Receipt

[ show at Voucher

UNT System Business Support Services Page 14 of 39



17. 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. Formal bids can take from 15 to 90 days depending on dollar amount.

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

ENTERPRISE
lrfomATlm mmt0110 on FSTSTU (easapp12) - 02/26/2016 15:28:14 Al | Search »
Create Requisition 2
Welcome Business Services-Gen
Home 7 My Preferences 38 Requisition Settings | B 0 Lines Checkout
Request Options - search Search Advanced Search
All Request Options New Requisition
ePro Services *Goods/Service |Wicks Opus 5263
New Requisition Description .
Quantity 1 Unit of Measure |EA Q
Web Amount 32,00000 *Currency Code |USD
Forms *Category |931-46 Q
Favorites Supplier ID QQ Suggest New Supplier
Recently Ordered Supplier Name Q
Quote Number [RFQ ? Quote Date [
External Catalogs " o)
o Beginning Date |02/01/2016 ? Date of Ci 7
Additional Information February 2016
E1 S M TWTF §
1 2 3 4 5 6
7 8 9 10 1 1213
[ send to Supplier [ show at Receipt [ show at Voucher 14 15 16 17 18 19 20
] 2122 23 24 25 26 27
= 2 22
] current Date [¥)

18. Type any necessary information in the Additional Information field.
19. Click Add to Cart.

20. Repeat steps 2-19 for each item to be purchased.

Favorites | MainMenu ~ > Employee Sel-Service~ > Procurement- >  Requisition
ENTERPRISE
inFormaTion  mmt0110 on FSTSTU (easapp12) - 02/26/2016 15:28:14 All  ~ | Search » | Advanced Search
Create Requisition 2
Welcome Business Services-Gen a0
Home A Wy Preferences 38 Requistion Setings | T 0Lines Checkout
Request Options - Search Search Advanced Search
All Request Options New Requisition
ePro Services *Goods/Service Wicks Opus 5263
New Requisition Description o
Quantity 1 Unit of Measure |EA Q
ev Amount 32,000.00 *Currency Code USD
Forms “Category |931-46 a
Favorites Supplier ID a Suggest New Supplier
Recently Ordered Supplier Name Q
Quote Number RFQ ? Quote Date
External Catalogs .
. Beginning Date 02/01/2016 ? Date of Completion |02/29/2016 |5 ?
Additional Information
1l
[ send to Supplier [] show at Receipt [[] show at Voucher
Add fo Cart

UNT System Business Support Services Page 15 of 39



Note: Number of lines in the order will be visible beside the Shopping Cart icon located next

to Checkout.

21. Click Checkout when order is complete.

Favorites =

MainMenu = ¥

Employee Self-Service » >  Procurement~ >  Requisibon

mm mmt0110 on FSTSTU (easappi2) - 02/26/2016 15:28:14

Create Requisition =

Welcome  Business Services-Gen
Request Options 5

All Request Options

ePro Services
New Requisition

Web

Forms

Favorites
Recently Ordered

External Catalogs

Al ~ | Search “ | Advanced Search

@ Home  myPreterences  #F Requisiton Settings | ¥ D Lines
search Al v Search Advanced Search
New Requisition
*Goods/Service Wicks Cpus 5268
Description r
Quantity 1 Unit of Measure  EA Q
Amount 32,000.00 *Cumency Code USD
"Category 931-45 Q,
Supplier ID Q Sugpes! New Supplier
Supplier Name Q
Quote Number RFO ? Quote Date B
Beginning Date 02012016 [ 7 Date of Completion 02292016 [ 7
Additional Information
I £
[[] send to Supplier [] show at Receipt ] Show at Voucher

Add 1o Cant

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

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

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

Favorites ~ Main Menu ~

> Employee Self-5¢ * » F ~ >

Al ~  Search

.E|§ Weomuaion  mmt0110 on FSTSTU (easapp12) - 02/26/2016 15:28:14 % Advanced Search

Checkout - Review and Submit

Review the item information and submit the req for approval. . )
7 My Preferences Requisition Settings

Requisition Summary

Business Unit SY762 |Q Univ. of North Texas System Requisition Name |Pipe Organ for Dr. Turnner

" i Copy Bid Vendorg
Requester [E92200 @ Business Services-Gen Priority [ e s
Delete Bid Vend|

~Currency [USD

Attention To
Due Date

Accounting Lines

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

Denton, TX 76205

Business Services-Gen

0212072016 o]

Refresh
Custom Fields
Cart summary: Total Amount 47,000.00 USD aF Add More Items
Expand lines to review shipping and accounting details First (4 Cto1of2 b Last
Requisition Lines (7
Line Description ltem ID Supplier Quantity uom Price Toial Details Comments Bid Tab Delefe
[]1 g Wicks Opus 5268 1.0000) Each 32000.0000 32000.00 B =
Shipping Line 1 ~ShipTo  |BSCA 400 Q Add Shipto Comments Quantity 1.0000 (=]
Address  UNT System Business = Add One Time Address Price  32000.0000 Price Adjustment
Service Center
Send fo: Pegging Inquiry
invoices@untsystem.edu
1112 Dallas Dr., Ste. 4000 Pegging Workbench
Denton, TX 76205 ‘Custom Fields
Attention To  [Business Services-Gen
Due Date  [02/29/2016 e
Accounting Lines
12 g2 Installation 10000 Each 15000.0000 15000.00 B Qoagd & W
i
Shipping Line 1 *ShipTo  [BSCA 400 Q Add Shipto Comments Quantity 1.0000 =]
Address  UNT System Business =3 Add One Time Address Price  15000.0000 Price Adjustment

Pegging 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 Requisition
Comment on the Checkout — Review and Submit screen.

4. Click Add Attachments to attach the required Request for Formal Solicitation form.

Note: Ensure all applicable documents are attached.

Line Comment
Business Unit SY769 Requisition Date 02/06/2016
Status Open
Line 1
Comments Find  First (4 10f1 () Last
Use Standard Comments Entered On: =
1 ¢

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

| ok || cancel

5. Click Browse in the File Attachment box.

File Attachment

[Uvmd - Cancel

__________________________________________________________________________________________________________________________________________________|
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http://bsc.untsystem.edu/sites/default/files/RequestForFormalSolicitation_0.pdf

6. Select file to upload from browser window.
7. Click Open.

Organize v Mew folder

| X Favorites * Name Date modified Type Size
P Desktop 2 Packing Slip 1/15/2016 210 PM  Microsoft Word D... 12KB
m Downloads Desktop Receiving 1 1/19/2016 2:22PM  Windows Media P... 42,555 KB
ﬁ Recent Places Desktop Receiving Final - Copy 1/20/2016 10 AM  Windows Media P... 34348 KB
Desktop Receiving Final 1/20/2016 %:10 AM  Windows Media P... 34,343 KB
Libraries Packing Slip 1/15/2016 210 PM  Microsoft Word D... 12KB
Documents
&' Music
[&=] Pictures
B8 videos
! Computer
&, Default (C:)
S8 mmt0110 (Vcas-
59 BSC_Shared_Resc
8 OPS (\\filestore.r
L
File name:

8. Click Upload in File Attachment box.

File Attachment

x|

Help

]C:\Users\rnmlﬂﬂ[]‘\l)%khnp\ﬂesklop Receiving\Packind Browse... E

Upload Cancel

UNT System Business Support Services Page 19 of 39



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

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

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

11. Click OK.

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

‘Els emsen  test_POeProEntry on FSTSTU (easapp12) - 11/23/2015 15:01:08

Line Comment

Business Unit MT752 Requisition Date 11/23/2015
Status Open
Line 1
Comments Find First ‘4’ 10of1 &) Last
Entered On: 11/23/2015 3:01:09PM
1 (EL2Y
[ send to Supplier [] show at Receipt [ show at Voucher
] Add Attachments ]
Attachments
Attached File User/Date Time View Send to Supplier
Process_4.2. 41_ “endor_ test POeProEntry201
Record_Inactivation. pdf 5-11-23-15.14.10.822 o] 0 @)
oK Cancel

UNT System Business Support Services
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12. Click the line details icon = when creating a requisition for a formal bid.

13.

Favorites v ‘ MainMenu v >

ENTERPRISE

Checkout - Review and Submit
Review the item information and submit the req for approval
Requisition Summary
Business Unit [SY769  |q
*Requester |EG2200

“Currency [USD

Cart Summary: Total Amount 47,000.00 USD
Expand lines to review shipping and aceounting details

Requisition Lines (7

Line Description item ID
[]1 e Wicks Opus 5263
Shipping Line 1

Employee Self-Service v >

Attention To

Procurement~ > Requisition

inFormation  mmt0110 on FSTSTU (easapp12) - 02/26/2016 15:28:14

Univ. of North Texas System

@ Business Services-Gen

Supplier

BSCA 400 Q

UNT System Business [
Senvice Center

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

Denton, TX 76205

*Ship To
Address

Business Services-Gen

DueDate  [02/20/2016 E

Accounting Lines

All  ~ | search

*
7" My Preferences Requisition Settings

Requisition Name |Pipe Organ for Dr. Tumner

pronty

Custom Fields

b Add More ltems

Quantity uom Price
1.0000 Each 320000000
Add Shipto Comments Quantity 1.0000
Add One Time Address Price  32000.0000

> Advanced Search

Delete Bid Vend|
Refresh

First () Otolef2 b Last

Total Details Comments Bid Tab Delete
32000.00 Qaid & 0
HE

Price Adjustment
Pegging Inquiry
Pegging Workbench

Custom Fields

Select the box next to RFQ Required on the Line Details screen.

Favorites ~ | Main Menu ~ >

Line Details

Line Details (2

Mo Image
Line

e

Item Details (7

Merchandise Amount
Item ID

Category

Original Substituted ltem
Description

Physical Nature

Buyer

Employee Sel-Service » &

Procurement = >

Wrommation  mmt0110 on FSTSTU (easapp12) - 02/26/2016 15:28:14

iicks Opus 5255

32000.00 USD

931-46

Buyer Information

Configuration Info

Requisition

All | Search

Line Status ~ Open

RFQ Required

Device Tracking
Zero Price Indicator
] Amount Only

[ inspection Required

# | Advanced Search

UNT System Business Support Services
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14. Click OK at the bottom of the screen.
15. Repeat steps 12-14 for each line item.

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

RiomaAlon  mmt0110 on FSTSTU (easapp12) - 02/26/2016 15:28:14 Al ~ | Search *  Agvanced Search

Line Details

Line Details (2

Mo Image
o Line 1 E# Wicks Opus 5268 Line Status  Open

Iltem Details (7

Merchandise Amount  32000.00 USD [+ RFQ Required
Item ID Device Tracking
Category  931-45 Zero Price Indicator
Original Substituted Item ] Amount Only
Description [Jinspection Required
Physical Nature [Goods ~]
Buyer Q,

Buyer Information

Configuration Info

Contract Information (2

[[1 use Contract if Available
Contract ID A

peli

Contract Details

Version
Contract Line (&}
Category Line L&'}
Supplier Information (7
Supplier ID Q
Supplier Location S}

Suggest New Supplier
Supplier ltem ID

Supplier's Catalog

Manufacturer Information (2

Manufacturer ID Q
Manufacturer

Manufacturer's Item 1D =
GTIN

Sourcing Controls (%

Consolidate with other Reqs
Calculate Price

~/| Override Suggested Supplier
Custom Fields (%

Custom Character 1
Custom Character 2
Custom Date 1]
Custom Field 1
Custom Field 2
Custom Field 3
Custom Field 4

OK Cancel
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16. Scroll to the Requisition Comments and Attachments section at the bottom of the screen.
17. Click Add more Comments and Attachments to use the Standard Comments feature.

Favantes i

T

Empioyee Soif- Service v 3 Procutemont v 3 Requission

W" mmt0110 an FSTSTU (easapp12) - 02/26/2016 16:28:14

Requisition Summarny

Requisition Lines (7
Line Descrpbon

* [t B Wicks Opus 3260

Shipping Line 1

¥ [012 g instanation

Shipping Line

[ Select Al / Desslsct All

Shipping Summary

& £ for All Lines
Ship Ta Location

Address

Attention To
Comments

€ and

Dusiness Unit

“Requester

Checkout - Review and Submit

Flenvierw the ferm information and submsl th req for approval

sVE o

ERI200 D Business Senices-Gien

*Currency [USD

Carl Surmmary: Total Amount 47, 000.00 USD
Expand lines to review shipging and accounting detaits

Mem 10 Supcier
“Ship To BSCA 400 i
Address  UNT System Business g

Bervice Cen!
Send to:
Involcesgauntayslam oau
1112 Dalias Or., Ste 4000

Csnton, TX TE205

for

Attention To  Business Sanices-Gen

Due Date 02202016 [
b Accounting Lines
“Ship Te BSCA 200 [ §
Address  UNT System Business |1y
SBervice Cenlor
Sena to:
involcesggunisystem. edu
1112 Dallas Or , Ste, 000
Dwenton, TX 16205
To  Dusiness Gen
Due Date 2016 i

b Accounting Lines

Seluct lines to: [ Acia o Favorites

BECA 400

UNT System Business Service Center
Send 1a° invek esgduntsystem adu
1112 Datas O, Ste. 4000

Denton, TX T&205

Business Services-Gen

Entet neguisilian commenis

Univ. of North Texas System

5 Add ta Tempiate(s)

Al = | Bparch

My Preferances

Requisition Mame Pipe Organ for O Turmme

Priority [Medium W

Custom Flolds

k' Add Mors tems
Chaantity O Price
1.0000)] Esch 32000.0000
Aad Shipto Comments Quantity 1.0000
A e Time Addneas Price 320000000
1.0000| Each 15000.0000
Add Shipto Comments fAuantity 1 CHHKY
Add One Time Address Price 15000.0000

I Detete Salacted

Tatal Amount

3 Requisiben Setlings

| Asvanced Seatch

Cogy Dwd W«ﬁea
Daiste Bid Vend:
Refresh

First 4 Ot tar? b Last
Tolal Dulads Comments Bid Tab Dabete

32000,00 ) Qs @ M

=]
Price Adjustment
Pegging Inquiry
Praging Workhench
Cusiom Flelss

15000,00 (1Y

o
i

]
=

(#=]
Price Adjustment
Peggang Inquiry
Pegging Workbench

Custom Fiolas

1B Mass Changs

47.000.00 USD

[ sena to Suppiier

Approval Justification

T2 Chack Budgat

Submit

] show at Receipt

] snown at Veuchar

Entr approval justification for Tis requismon

E" Pro-Chick Budget

Save Before Submit s Add Mare Items

& prpvinw Approvis

__________________________________________________________________________________________________________________________________________________|
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18. Click Use Standard Comments.

Header Comments

Business Unit SY769 Requisition Date 02/06/2016

Status Open
Comments Find  First 4 10f1 () Last
Use Standard Comments> Entered On: =
1 Bl
[ send to Supplier [ show at Receipt [ show at Voucher
[ Add Attachments |
 Attachments
Attached File User/Date Time View Send to Supplier
! m =
1

OK Cancel

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

Standard Comments

w Search Criteria

CommentType| 8D
Commentio] @

Description |

20. 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_~||

| Leokup || clear || Cancel | Basic Lookup

Search Results

View 100 First (4 1sora ) Last

Standard Comment Type Description

M .‘l\ssetManagmen‘i'

‘Accounts Payables
Change Order
‘Central Receiving
Purchase O q C
Template Justification
'Supplier Instructions
‘Terms & Contions

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

Standard Comments

¥ Search Criteria |
Comment Type REQ___|Q,
Commentin| @D

Description | |

22. 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 w|
Description[begins with »/||

| Lookup || Ciear || Cancel |BasicLookup

Search Results

View 100 Fist @ tor1 @ Last
Standard Comment 1D Description

JUST ‘Req Comments Justification

23. 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

24. Click the box next to the appropriate standard comment option to make your selection.
25. 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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26. Recall the CAP-IT guidelines when providing detailed information in the Standard

Comments box, which is now populated with helpful comment prompts.
Note: The items listed in the table below require additional information be provided in the
Requisition Comments and Attachments section of the requisition. See Procurement Guide

for additional instructions.

Advertisements

Animals

Blanket Purchase Orders

Branding/Logo Items

Contributions

Controlled lItems

Controlled Substances

Direct Publications

Flowers, Floral Arrangements &
Plants

Food and Beverage

Foreign Nationals

Gifts, Gratuities and
Honorariums

Hazardous Materials

Hosted Events

License Fees

Memberships

Moving Expense/Relocation

Notary Fees

Prepayments Promotional Items

Radioactive Materials

Sponsorship, Community

Registration Fees Service & Community Support

Subscription of Print Materials

Telecommunication Equipment | Temporary Personnel

Tips

Training and Development Vehicles

Visa Fees

27. Click OK.

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

ENTERPRISE
2 [Yiomiiion  mmt0110 on FSTSTU (easapp12) - 02/26/2016 15:28:14 Al ~ | search
Header Comments
Business Unit SY769 Requisition Date 02/26/2016
Status Open
Comments Find First ‘& 10f1 ‘& Last
Use Standard Comments Entered On: #[=]
1|Dept. Contact: Karen James | Contact Phone: 94 5565 | Contact Email: karenjames@unt edu A @@é
Special Instructions: Please email the address above when the order ships
Aftachments: Refer to any attachments such as confracts or quotes v
Burn, Thic nyirr g il il Pra, r Turnnar tn ~amniate tha ~amnneitinn nf 2 incart whirh conild rocilt in arants
[ send to Supplier 1 show at Receipt [ show at Voucher
Add Attachments
Attachments
Attached File User/Date Time View Send to Supplier
1 O =
OK Cancel

# | Advanced Search

UNT System Business Support Services
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https://bsc.untsystem.edu/sites/default/files/CAP_IT.docx
http://bsc.untsystem.edu/procurement-guide-0

28. 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?
29. Enter Approval Justification comments that meet the defined criteria, and any other
information that may be needed by the requisition approver.

Requisition Comments and Attachments
Enter requisition comments

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

Purpose: This purchase will allow Professor Turmner to complete the composition of a concert which could result in grants and national recognition for the UNT System. W
[ sendto Supplier [ show at Receipt [] shown at Voucher

Edit more Commenis and Attachments

Approval Justification

Enter approval justification for this reguisition

ﬂﬂ Check Budget E;'j Pre-Check Budget

Submit B Save Before Submit ¢ Add More items 63 Preview Approvals
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30. Click Save Before Submit at the bottom of the screen.

Checkout - Review and Submit
Review he em informaton and submit the req for approval. ’
My Fraferences ] Reguision Setlings
Hewliml sll'l!l_lﬂ"
Business Unit SYTBS Oy v, of Morth Texas System Requisition Name |P/pe Organ for Dr. Tumner
*Requester |EGLIU0 IO, Busness Senvies-Gen Priomy [Medum V]
*Corrency USD
Curstorn Fiekds
Cart Summary: Total Amount 47,000.00 USD S Add More llems
Expiune I e Shepging s accouning ek Firsl (4 Dioiof2 . Lanst
Requisitlon Lines v
Ling: Descrighion Hem 10 Sugglier Quanlity LOM Price: Toldl  Detalts Comments  Bid Tab Delobe
¥ O g~ Wicks Opus 5268 10000 Each 32000.0000 32000.00 .5 D @ A
shipping Line 1 “snipTo  |B 00 e At Shaplo Comments Quantity | 10000 ==
Address  UNT Systom Business AJE Une Time Address Price 320000000 Frice Adjustment
Baprrace Casnten
Send to Pegging Inquiry
invoscs@untsystom e 1
1112 Dot Dr . She 4000 Pegyin Workbench
Denton, TX T6205 Curslon Fidds
Attention To  |Bussiness Services: Gen
Due Date  [n220/2018 ]
b Accounting Lines
v 02 g& instatation [ 10000] Each 15000.0000 1500000 e Caa & A
Shipping Line 1 *snip To e Add Shipio Comments Quantity | 1.0000 ==
Address UN" Brd"m Businue:s, =S Agd One Time Address Brice 150000000 Price Adpstment
Service m
Send te: Fegging Induiry
I @unisystem edu )
1112 Dalias Dr., Ste. 4000 Pegoing Workbench
Dendon, TX TENS Cuslom Fields
Attention To -G
Due Date il
¥ Accounting Lines
] Setect All £ Deseiect All Seleet fines lo: [l A 1o Favarites T8 aad 10 Tempiate(s) M Delete Seiecied EMass Change
Tolal Amount  47,000.00 LSO
| Shipping Summary
& g tor Al Lines
ship To Location BECA 400
Addiess LINT Systizm Busine=ss Service: Gretilor
Sund to. invoices@untysem o
1112 Dalias D, Ste. 4000
Denton, TX 76205
Altention To Business Services-Uen
Comments
k= and
Enter requision comments.
rpﬂ:ul Tt tions, I'-‘k-.1 > el W sdcta=es sibove whwe e eedor ships -~
Refer to SUCh 35 CONMacts o quotes
|_P|.|rpos| Thig. pumnm will allow Professor Tumner o compiets the composition of @ concert whith could result in grants and national recognition for tha UNT mrll :
| ] Rend 1o Supplies [ | &how at Receipt || Shown at Voucher - i ks At
Approvel Justification
Enter approval justification for this requisiion
This pipa organ and instaiiation pian are being purchaszed for Dr. Turnner of the Music uepanmauTruamummmuapmm:mmummmwslmmwumpmmemmora B
program which colid gamer natianal recognition to tne UNT System, and provide grants to fund more programs for
"2 Check Budpet B Pre-check Buaget
| Submit B save Before Submit g8 Acd Mare flems &3 mervicw Approvils
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31. Click on the triangle icon

4

next to Accounting Lines.

Favorites ~ ‘ MainMenu ~ > Employee Self-S - > F

ENTERPRISE

Checkout - Review and Submit
Review the item information and submit the req for approval.
Requisition Summary

Business Unit [SYT69 Q.
*Requester |E32200

*Currency |USD

Cart Summary: Total Amount 47,000.00 USD
Expand lines to review shipping and accounting details

ition Lines (7

Description Item 1D
[N e Wicks Opus 5268
Shipping Line 1 *Ship To
Address
Attention To
Due Date

Om:colmling Lines

02 g instalation

1 *Ship To
Address

Shipping Line

Attention To
Due Date

Accounting Lines

~ >

inFormation  mmt0110 on FSTSTU (easapp12) - 02/26/2016 15:28:14

Univ. of North Texas System

@ Business Services-Gen

Supplier

BSCA 400 a

UNT System Business =
Service Center

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

Denton, TX 76205

Business Services-Gen
0212972016 [

BSCA 400 Q

UNT System Business l%
Service Center

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

Denton, TX 76205

Business Services-Gen
0212972016 [

Al ~ | Search

#

My Preferences Requisition Settings

Requisition Name [Pipe Organ for Dr. Tumner

prioaty

Cusfom Fields

SP AddMore items

Quantity uom Price
1.0000] Each 32000.0000
Add Shipto Comments. Quantity 1.0000)
Add One Time Address Price  32000.0000
1.0000] Each 15000.0000
Add Shipto Comments ‘Quantity 1.0000)
Add Cne Time Address Price  15000.0000

#  Advanced Search

| Delete Bid Vena|

| Refesh |
First 4 Oto1of2 b Last
Total Defais Comments Bid Tab Delete
32000.00 Qad & [
#H=
Price Adjustment
Peqgging Inquiry
Pegging Workbench
Custom Fields
15000.00 Qaw & 1
FHE

Price Adjustment
Pegging Inquiry
Pegging Workbench
Custom Fields

__________________________________________________________________________________________________________________________________________________|
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32. Review expense detail for accuracy in Chartfields 1 and Chartfields 2 in the Accounting

Lines section by clicking on the appropriate tab.
33. 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.

Favonies v Raain M v

5 Ricgainon

Wy mmt0110 on FSTSTU (easapp12) - 0212612018 15:28:14

Checkout - Review and Submit

Requisition Summary

“Roquester |EEII00

Dusingss Uit 377568

Faview the e INformation and submi ihe req for approval

ARl v Search Advancoed Search
7 My Pretecsrces
Rquisition Mame Pe Organ for O, Turrewr
’ Copy Did Vendore
Prigsity | Mec

& Requistion Settinal

Defete Bid Vend:
‘Cuirency UED T
Cusstom Fighds
Cart Summary: Total Amount 47,000.00 USD f Acdmon Bems
Expard bnes 1o rview shepping and accounting dotails Last
Requisition Lines v
Line Description e 10 Suppser Cuaraty Lo Pree Tota Duta
1 g Wicks Opus 5258 10000 Esch 32000.0000 nooo MW a @ A
Shigping Line 1 *shin To A 4 a Acd SNiplo Comments Cuantity 1,0000 =]
Aaldruss Add Cire Tirme Address Price 32000 0000
e Fiid:
Anention To
Due Date
= Accounting Lines
“Distribuse gy [ ¥
Caccounting Lines D Virw Al 1B L3t
Chartieidst Cha s s Deta: 3360 ™ s
Line Y Dext Type  ["Location Chsancey Prrcent Entry Cvent |
Coun BECP 400 a 000 | 100,000 Q + E—
2 g Instatation 10000 Each 15000 0000 000,00 ] Aad = 0@
Shipping Line | *5hip Te Add Stwpdo Comments Quantity +i=
Addruss Aga One Time Address Price 15000 0000
Pegging Workbench
Chartfields 1
Accounting Lines Personalize | Find | View All | @l E First ‘4’ 10of1 '}/ Last
Chartfields1 Chartfields2 || Details Details 2 Asset Information || Asset Information 2 || Budget Information
Line Status Dist Type [*Location (Quantity Percent Merchandise Amt |GL Unit Entry Event
1 (Cpen BSCP 400 &} 1.0000 100.0000 32,000.00|SY769 &} &} [+] _:||
— i — |
Chartfields 2
Accounting Lines Personalize | Find | View Al | £ [ First ‘4) 1of1 &' Last
Chartfields1 Chartfields2 Details Details 2 Asset Information Asset Information 2 Budget Information
[Account |Alt Acct  |Dept E::d Fund Function PC Bus Unit  |Project |Activity Program Purpose Site |Affiliate Fund Affiliate
53505 | 7267 |y [922000 |@ |200]Q [820001 @ [550 Q| la @ | la Q| Q| la la Q =
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34. Follow steps 35-37 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.

35. Click on the blue plus sign + at the end of Chartfields 1.

Accounting Lines Personalize | Find |\.r'iewAII|@| 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 32,000.00[5v760  |Q Q =]
36. Distribute funding based on the quantity or percentage of the line amount.
Accounting Lines Personalize | Find | View All | G| [ First ‘4' 1-20f2 '}’ Last
Chartfields1 Chartfields2 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 Q 1.0000 100.0000 32,000.00[SY769 Q Q [#|=]
2 Open BSCP 400 Q 0.0000] | 0.00(SY769 Q| Q [+][=]
37. Click on the Chartfields 2 tab.
Accounting Lines Personalize | Find | View Al | 22| EH First ‘&' 1-20f2 &/ Last
Chartfields1 @r{'ﬂeldsz Details Details 2 Asset Information Asset Information 2 Budget Information
Line Status Dist Type [*Locatfion (Quantity Percent Merchandize Amt |GL Unit Entry Event
1 Open BSCP 400 Q, 0.5000 50.0000 16,000.00(SY769 Q, a [+]|[=]
2 Open BSCP 400 Q| 0.5000] | 50.0000 16,000.00[SY769 Q| Q [#|[=]

38. Make changes to the newly created distribution lines, as needed.

Accounting Lines Personalize | Find | View All | 22| =] First ‘&) 1-20f2 &' Last
Chartfields1 Chartfields2 Details Details 2 Asset Information Asset Information 2 Budget Information

|Account (Alt Acct  Dept E‘;;‘d Fund Function PC Bus Unit Project |Activity Program Purpose Site | Affiliate Fund Affiliate

53104 |Q 7378 |@ (922000 |@y [105|@ [195001 |@ [550 a a, Q a Q Q a aQ aQ [#H| =]
53104 |@ [7378|Q [922000 (@ [105]Q 195001 |@ [550 Q| Q| la | la | Q| la | 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 at the bottom of the screen to conduct a pre-budget check, which
verifies the availability of funds without encumbering the funds.
Note: If your requisition does not pass the Pre-Check Budget, contact the budget office, if
your requisition does pass, move on to step 2.

Approval Justification

Enter approval justification for this requisition

This pipe organ and installation plan are being purchased for Dr. Tumner of the Music department. This will benefit the department and the UNT System by allowing her to complete the composition of a
program which could gamer national recognition to the UNT System, and provide grants to fund more programs for the arts.

B2 Check Budget T ore-check sudgel Budget Checking StatusNot Checked

Submit & save Before Suomit R Add More ltems 83 Preview Approvals

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

Approval Justification

Enter approval justification for this requisition

This pipe organ and installation plan are being purchased for Dr. Turnner of the Music department. This will benefit the departiment and the UNT System by allowing her to complete the composition of a
program which could gamner national recognition to the UNT System, and provide grants to fund more programs for the arts.
it Budget Checking Status:Provisionally Valid
T Crneck Bucget T2 Pre-Check Budget g g
Submit [E  save Before Submit L' Add More ltems 89 Praview Approvals
3. Click Preview Approvals.
Approval Justification
Enter approval justification for this requisition
=

IThis pipe organ and installation plan are being purchased for Dr. Turnner of the Music department. This will benefit the depariment and the UNT System by allowing her to complete the composition of a
program which could gamer national recognition to the UNT System, and provide grants to fund more programs for the arts.

ﬂz Budget Checking Status:Valid

ﬂﬁ Check Budget Pre-Check Budget

Submit l‘%’] Save Before Submit ‘{,‘3 Add More Items OCRreview Approval

__________________________________________________________________________________________________________________________________________________|
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4. Review the Preview Approvals screen to ensure the requisition will be routed to the correct

Approver for UNTS Department Approval.

Note: If the requisition is set to route to the correct Approver, move on to step 13. If the
requisition is not set to route to the correct Approver, move to step 5 to ad hoc to the

appropriate Approver/Reviewer.
5. Click the green plus symbol [#] to add an Approver.

Note: You may add an Approver/Reviewer to the front or end of the workflow by clicking

the [#] before or after the existing Approver.

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

Fm“""?‘& mmt0110 on FSTSTU (easapp12) - 02/26/2016 15:28:14

Preview Approvals

Requested For Business Services-Gen
Requisition Name Pipe Organ for Dr. Tumner
Requisition ID 0000000185
Business Unit SY769%
Status Open

Priority Medium

Budget Status Error

Purchasing Approval

Pipe Organ for Dr. Turnner:Initiated
UNTS Buyer Approval

Mot Routed
B @ S los &

UNTS Dept ID - ePro

Line 1:Initiated
Wicks Opus 5268

UNT S Department Approval
Not Routed

g Asher,Donna Brooks
Manager Fiduciary Approval

Line 2:Initiated
Installation
UNTS Department Approval
Mot Routed
= Asher,D B k
= » Manager Fidutiony Approval ]
UNTS A & B approver - ePro

Line 1:Initiated
Wicks Opus 5268
UNTS A & B Department Approval
Skipped Skipped

N
'
=% 100,000 Fiduciary Approval =3 $100,000 Fiducisry Approval

Comments
Purchasing Manager Approval

Line 1:Initiated
Wicks Opus 5268
Purchasing Manager Approval

Mot Routed
= Saxon,Randall J
EIA’ 8PRO PURCHASE MGR APPRVL ALL

Line 2:Initiated
Installation
Purchasing Manager Approval

Mot Routed
= Saxon,Randall J
F— SPRO PURCHASE MGR APPRVL ALL

Return Apply Approval Changes

Number of Lines 2
Total Amount 4700000 USD

Approval Justification

This pipe organ and installation plan are being
purchased for Dr. Turnner of the Music department.
This will benefit the department and the UNT System
by allowing her fo complete the composition of a
program which could garner national recognition fo the
UNT System, and provide grants to fund more
programs for the arts.

[#]start New Path

[#]start New Path

[#]Start New Path

(2View/Hide Comments.
[¥]Start New Path

Not Routed

0 epprovers found | a1 Moapprovers found | g Multine Approvers | [

Error Step

[¥]Start New Path

[#]start New Path

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

Insert additional approver or reviewer
Choose an approver or reviewer to insert
seri: [ (&)

Insert as: @ Apmmer
O Reviewer

=

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

Name: )| begins with V| |
: [begins with V| |

| Name

'UNTD Contraler
NTHSC Controller
System Admin Conroller

] Ace
k. Eacilities Plan & Consfr
R Davis Avonna Ruth

[Office of the President

ademic Affairs-Gen

|Academic Resourc
Inst Rsrch & Effectivenes
N o Consg

ETi0ie UNT on
|Efoiz

Approver/Reviewer Search

Name: [begins with | [Saxon, Randall
User ID: |begins with ~| |
| Search | | Clear | | Cancel |

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

Insert additional approver or reviewer

Preview Approvals Choose an approver or reviewer to insert

User ID:  |rjs0001 @, Saxon,Randall J
Insertas: @ approver

Requested For Business Services-Gen ) Reviewer

Requisition Name Pipe Organ for Dr. Tumnner [insert | [ Cancal |

Requisition 1D 0000000165

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

Favorites - | - = Service ~ > : R

- 02/26/2016 15:28:14

- | Search

Preview Approvals

For 50300 Mumbaer of Lines =

Total Amount 47 000 00 USD
Roeguisition Name  Fipe Ongan for O Turmners

Hequisition 10 0000000165

Business Unit Sv 765

Approval Justification
This pipe organ and installation plan are being
purchased for Or Tumner of the Music department
Priority Medium This will Denent the department and the UNT System

by allowing her o complete ihe composition of a

PTOQram wihich could garmor rational recogritson o e
Audget Status  Error UNT Sysatem, and provide grants to fund mors

programs for the ans.

Status Open

Purchasing Approval
~ Pipe Organ for Dr. Turnner:initiated [F]Start Mew Patn
UNT 5 Duyer Approval

| Not Fouted |
Multipie Approvers |
F+| @ urcnasing Apsreval | 2]

UNTS Dept ID - ePro
| ™ Line 1:initiated
WWicks Opus 5263
UNT 5 Department Approval
| Not Routed

[F]start Mew Patn

Not Routed

Saxen,Randall J | _{F]- Asher,Donna Arooks 1
= | Insened Approver | = '| 8 pransger Fiducisry Approval =

* Line Z:Initiated
Instalaton
UNTS Department Approval
[Not Routed

| Asher,Donna Brooks
-+ & anager Flauciary Approval (=]
|

[FE]Start New Pain

UNTS A & B approver - ePro
* Line 1:Initilated W HIge Comiments.
Wicks Opus 5260 [#]star: New Path
UNTS A & B Department Approval
Skipped | Skippod | Mot Routed |
No approvers found Mo spprovers found 1 MLt Ll |
=t :1:;.9:!9 Fiausiary Approval | =t sfm.oou Flauciary Approval ==l i ) ur:.ln‘%“;;\ppmu % |-

" Comments
Purchasing Manager Approval

* Line 1:Initiated
Wicks Opus 5368
Furchasing Manager Apgroval

|Not Rngumd - |
anon, Fandall J |
E »| @ RS BURCHASE MoR ApPRVL ALL | E]

[Elstart New Pamn

* Line 2:Initiated
instlintion
Purchasing Manager Approval
| Not Routad |

[Elstan Mew Pain

Saxon, Randall J ft
B+ | @ SRE FUREHASE MoR aPPRUVL ALL | IE]

[ Return Apply Approval Changes ]
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13. Click Return.

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

Preview Approvals

Requested For Business Services-Gen
Requisition Name Pipe Organ for Dr. Tumner
Requisition ID 0000000165
Business Unit SY769
Status Open

Priority Medium

Budget Status Error

Purchasing Approval

Pipe Organ for Dr. Turnner:Initiated
UNTS Buyer Approval
Not Routed

= Multiple Approvers
El_’ Purchasing Approval

UNTS Dept ID - ePro
Line 1:Initiated

Line 2:Initiated
Instaliation
UNTS Department Approval

Not Routed

=, Asher,Donna Brooks
E“’ Manager Fiduciary Approval E

UNTS A & B approver - ePro

Line 1:Initiated
‘Wicks Opus 5263
UNTS A & B Department Approval

Skipped Skipped
o1 Noapprovers found » No approvers found

! o1
=% 5100,000 Fiduciary Approval

Comments
Purchasing Manager Approval

Line 1:Initiated
‘Wicks Opus 5263

Purchasing Manager Approval
Not Routed

—. Saxon,Randall J
B & ePRO PURCHASE MGR APPRVL ALL pel

Line 2:Initiated
Installation

Purchasing Manager Approval
Not Routed

—.  Saxon Randall J
[+ <PRO PURCHASE MGR APPRVL ALL | 1]

Return Apply Approval Changes

‘Wicks Opus 5263
UNTS Department Approval
Not Routed = Not Routed
= Saxon,Randall J Asher,Donna Brooks
El_’ Ingerted Approver _EI_’ @ Manager Fiduciary Approval

=+ 5100,000 Fiduciary Approval

wrormaTion  mmt0110 on FSTSTU (easapp12) - 02/26/2016 15:28:14 Al ~ | Search

Number of Lines 2

Total Amount 47,000.00 USD

Approval Justification

This pipe organ and installation plan are being
purchased for Dr. Turnner of the Music department
This will benefit the department and the UNT System
by allowing her fo complete the composition of a
program which could garmer national recognition to the
UNT System, and provide grants to fund more
programs for the arts.

[F]Start New Path

[#]start New Path

[F]Start New Path

(EView/Hide Comments
[F]Start New Path

Not Routed
@ Multiple Approvers _E|

Error Step

[#]start New Path

[#]start New Path

# | Advanced Search
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14. Click Submit.

Main Menu ~

Favorites ~ ‘

inFormaTion  mmt0110 on FSTSTU (easapp12) - 02/26/2016 17:08:59

} Accounting Lines

[ Select All / Deselect All Select lines to: [l Add to Favorites 93 Add to Template(s)

Shipping Summary

& Editfor All Lines
s

ip To Location BSCA 400

Address UNT System Business Service Center
Send fo: invoices@untsystem edu
1112 Dallas Dr., Ste. 4000
Denton, TX 76205
Attention To Business Services-Gen
‘Comments.
Ci and A

Enter requisition comments

T Delete Selected

Al ~ | Search » | Advanced Search
Edit Requisition - Review and Submit
Review the item information and submit the req for approval.
7 My Preferences Requisition Settings
Requisition Summary
Business Unit [SY765 Univ. of North Texas System Requisition Name |Pipe Organ for Dr. Turnner
- Ve g|
Requester |[E52200 Business Services.Gen Requisition ID 0000000165 [ EEE
ori | Delete Bia Vend|
*Currency [USD Priority | Refresh |
Custom Fields B
Cart Summary: Total Amount 47,000.00 USD = Add More Items
Expand lines to review shipping and accounting details First (4)  1to2of2 b Last
on Lines (7
Description Item ID Supplier Quantity uoMm Price Total  Details Comments Bid Tab Delete
¥ [J1 g Wicks Opus 5268 10000] Each 32000.0000 3200000 [ Coagd = @
Shipping Line 1 *ShipTo  [BSCA 400 [} Add Shipto Comments Quantity 1.0000, =l
Address  UNT System Business Service Add One Time Address Price  32000.0000 Price Adjustment
Center
Send to: invoices@untsystem.edu Pegging Inquiry
1112 Dallas Dr., Ste. 4000 Peaging Werkbench
Denton, TX 76205 Custom Fields
Attention To  [Business Services-Gen
Due Date  [02/29/2016 [
} Accounting Lines
¥ [02 gm Installation 1.0000| Each 15000.0000 15000.00 B O oagd = M
Shipping Line 1 *ShipTo  [BSCA 400 [ Add Shipto Comments Quantity 1.0000,
Address  UNT System Business Service Add One Time Address Price  15000.0000 Price Adjustment
Center
Send to: invoices@untsystem.edu Pegging Inquiry
1112 Dallas Dr., Ste. 4000 Pegging Workbench
Denton, TX 76205 T
Attention To | Business Services-Gen
Due Date  [02/29/2016 [

Mass Change

Total Amount 47,000.00 USD

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

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

Approval Justification

Enter approval justification for this requisition

Edit more Comments and Aftachments

This pipe organ and installation plan are being purchased for Dr. Turnner of the Music department. This will benefit the department and the UNT System by allowing her to complete the composition of a
program which could gamer national recognition to the UNT System, and provide grants to fund more programs for the arts.

Dudget Checking Status W lio

] Check Budget B pre-check Buaget

Submit Save Before Submit i

Add More ltems

€3 preview Approvals
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Note: The Confirmation screen will open.

Favorites - Main Menu - » Empioyee Seff-Service ~ > T -

m mmt0110 on FSTSTU (easapp12) - 02/26/2016 16:28:14

Confirmation
YOur requisitron Nas been submitted.

Requested For  Business Soivices - Gen

Requisition Name Fipe Organ for Ur. Tumner

Requisition ID 0000000165

Business Unit SYT85

Status Open

Priarity Medium

Budgel Stalus  Not Checked

e
& View printable version & Edit This Requisition 2 Check Budget

Purchasing Approval
Pipa Organ for Dr. Turnner:initiatad

UNTS Buyer Approval

Not Routed
Multiphe Approverns:
Purennning Appn

[#]-» =

UNTS Dept ID - ePro

Line 1:initiated

Wicks Opus 5268
UNTS Department Approval

Not Routed =
Saxon, RKandall J
naerten A r

&

Mot Routed
Asher Donna Brooks
BBy \anager Fiuciary Approval

F-» =+ =

Line Z:Initiated
Instaliation

UNTS Departrent Approval
Not Routed

Asner,Donna Drooks
BB Manayer Fiduciary Aproval

E— =

UNTS A & B approver - ePro

Line 1:Initiated
Wicks Opus 5268
UNTS A & D Depantment Approval
Skippred Skippredd
.34 Mo npprovers found » ap Mo npprovers foond
=% 5100000 Fisueinry Appeounl +  S100,000 Fldueinry Approvel

=+

Comments
Purchasing Manager Approval
Line 1:Initiated

WWicks Opus 5268
Purchasing Manager Approval
Mot Houlted

Eaxon Randadl J
B  oPRO PURCHASE MGR APPRVL ALL

>
Line Z:initiated
Instaiation

Purenasing Mannger Appraval
Not Routed

Saxon,Randail J
BBy PRO PURCHASE MR APPRVL ALL

=+

[ e
Grosile Mew Hoguisition ¥ Manage Hequistions

Adl

Numbers of Lines

Total Amount
Approval Justification

of 1
This will ben
by allowing
program wh

Programs for the ars.

- | Swarch > | ADBNC BT SaArEn

2

47,000.00 USD

and installaton u‘ e bering
Turnner of the M

=] dsoaﬂnaern a'\a the U'\ll Systam

r to complete the composition of 3

could garner national recognition to the

UNT Systom, and provide grants

erpariment

16 Tund more

= Pre-Cneck Budget

[#]start Mew Path

[F]8tant New Path

[*#]start New Path

COViewerHide Comments
[F]=tart New Path

Not Routed
Mulliple Approvess
Erep

& g

[+

[] =t Mo Eain

[F]s1art Mew Fatn

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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