SOP #:4.2.3.2 Area: Purchasing
Title: ePro Requisition Approval Process Effective Date: 03-01-2016
Version #: 1.0 Revision Date: 10-01-2020
Approval Date: 02-24-2016 Review Date: N/A

Title: ePro Requisition Approval Process

The requisition must be pulled from the worklist and reviewed before it can be approved. Follow
the steps below to approve a requisition.

1. Login to myfs.unt.edu (Not to be confused with myhr.unt.edu — you will not be able to access
requisition approvals from myhr.unt.edu).

2. Enter EUID and Password.

3. Click Sign In.

UNIVERSITY ©F NORTH TEXAS SYSTEM®

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

3 . versions:

Service may be interrupted
it « Google Chrome 24

uring these regular 3
maintenance times: & Hiremx 17

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

e Tuesday 7:00 - 9:30 pm i PR
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 Texazs » Statewide Search » Texas Homeland Secunty * Fraud Reporting ® Public Information Act & Online Institutional Resumes
University of North Texas = UMNT 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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4. Click Worklist on the top right of the screen.

Favortes = | ManMens =

Eﬂm dbad004 on FSTSTU (essappi2) - 02MNIOTE 11:35:24

Top Mess Featwns Descrigtion

Our mesu has changed!
The many i now kotated aceoss the top of the page. Tk on Main Menu 1o get staned
Highlights

Recently Used pages now appdar undar th
Favorhes monu. locand 2t fhe oo

Brasdonmbs vsaly daplay yoo ravgason
Pain and geve you access 10 B contents of
sutdsiders

Manus Search, focated undes e Man Manu, now
‘supports fype ahead whh makes findvg pages
uth Eaatbr

- oo u-_s_-u_-  Sagn out

Pursonaize Comet | Lagout

5. Select the appropriate requisition by clicking on the link under the Link section.

Favorites v ‘ MainMenu » > Worklistv > Workiist

| Soomvation  dba0004 on FSTSTU (easapp12) - 02/10/2016 11:06:29 | Al ~|search » | Advanced Search

Worklist
Worklist for dba0004: Asher,Donna Brooks

Detail View

Worklist ltems

Personalize | Find | View All | (0| B
From Date From Work ltem Worked By Activity Priority

o

Reaquisition. §235_SHARE, 2016-01-
2-Medium |01
R

N, 0_BUSINESS UNIT-SY769
EQ 1000000007143

Sullenberger,Barry 0211072018 Approval Routing Approval Workflow

Sullenberger Barry

Reaquisition 6134 SHARE, 2016-01-
02/01/2016

2-Medium v| 01 N, 0 _BUSI

USINESS UNIT-SY769
REQ 10:0000000139

Requisition 5422_SHARE, 201508
21 N, 0. BUSINESS UNIT-SY/69

Approval Routing Approval Workllow

Sullenberger,Barry  12/12/2015 Approval Routing Approval Workfiow

Mark ¢

Reassign

REQ 100000000714

First ‘4 1-30f3

b Last
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6. Clickthe commenticon < under the Requester’s Comments section to see comments

and attachments when available.

Note: The commenticon O will only appear if line comments or attachments were

added to the requisition.

Favorites ~ ‘ Main Menu ~ > Worklist = > Worklist

wroamation  dba0004 on FSTSTU (easapp12) - 02/10/2016 11:06:29 All

~ | Search

Requisition Approval

Business Unit SY768
Requisition ID 0000000143
Requisition Name Computer for Professor Davis
Requester Business Services-Gen
Entered on 02/06/2016
Status Pending
Priority edium
Budget Status v/gjid

Total Amount 1,150.00 USD

Requester's Justification
This Dell desktop computer and keyboard are being purchased for Dr. Davis of the Biology department. This will benefit the department and the UNT System
by allowing her to complete cutting edge research that could bring national recognition to the UNT System, and possible grants to fund more research.

View printable version
Line Information (2

Line Information Personalize | Find | 22 First ‘& 1-20f2 & Last

Line Item Description Supplier Name Quantity UOM  Price Requester's Comments
[ 1 2* Dell Desktop Computer SUMMUSINDU-001 1.0000 EA 1000.00000 USD

M @ 2 & Dell Keyboard SUMMUSINDU-001 1.0000 EA 150.00000 USD

[] Select All / Deselect All

L View Line Details 4 Approve 0 Deny o Hold

Review/Edit Approvers

Enter Approver Comments

2

Bid Tab Report
Return to Worklist

# | Advanced Search

7. Click View to view attachments when attachments are available.

8. Click Return to Previous Page to return to the Requisition Approval screen.

FAVOMES v | Wanwend =5 Worsl -5 Workst

ENTERPRISE
{ls INFORMATION ~ dba0004 on FSTSTU (easapp12) - 02/10/2016 11:45:02 Al ~ | search »

Requisition Comments

Line Information

Lines Personalize | Find |2 First (4 1of1 @ Last
Line Item Deseription Supplier Name Quantity UOM  Price
@ 1Dell Deskiop ODmpillEF SUMMUSINDU-001 1.0000 EA 1,000.00000 USD
Comments Find | View All First ‘4 10f1 @) Last
Attachments Persenalize | Find | &) First & 10f1 ® Last
Filename

View Send to Supplier
1Process_4.2.4.1_Vendor_Record_Inactivation.pdf
Return to Previous Page

Advanced Search

UNT System Business Support Services

Page 3 of 10




9. Click the View Line Details button to review the Requisition Details screen.
Note: The Requisition Details screen will open in a separate window.

Favorites + | Main Menu ~ > Worklist~ > Worklist
ReTaRey  dba0004 on FSTSTU (easapp12) - 02/10/2016 11:06:29 Al - | searcn >
Requisition Approval

Business Unit SY769
Requisition ID 0000000143
Requisition Name Computer for Professar Davis
Requester Business Services-Gen
Entered on 02/06/2016
Status Pending Total Amount 1,150.00 USD
Priority pegium
Budget Status \/gjig
Requester's Justification

This Dell desktop computer and keyboard are being purchased for Dr. Davis of the Biology department. This will benefit the department and the UNT System
by allowing her to complete cutting edge research that could bring national recognition to the UNT System, and possible grants to fund more research.

View printable version

Line Information (?

Line Information Personalize | Find | First ‘4’ 1-20f2 ‘& Last
Line Item Description Supplier Name Quantity UOM  Price Requester's Comments

=4 1 &* Dell Desklop Computer SUMMUSINDU-001 1.000DEA  1000.00000 USD @

M ® 2 & Dell Keyboard SUMMUSINDU-001 1000DEA  150.00000 USD

[[] Select All / Deselect All
L View Line Details | & Approve @ Deny (i} Hold

Review/Edit Approvers

Enter Approver Comments

¢

Bid Tab Report

Return to Worklist
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10. Review the Header Comments, Line item specifics, and the Chartfields on the Requisition

Details screen.
Note: Departmental ePro Approvers are responsible for ensuring that the requisition is
appropriate and meets all purchasing guidelines, as well as approving the requisition.

Business Unit: SY769 Requester: E92200 Status: Pending Approval
Requisition: 0000000143 Requested By: Business Services-Gen Currency: USD
Requisition Name: Computer for Professor Davis Entered Date: 2/6/16 Requisition Total: 1,150.00
Header Comments:
Dept. Gontact: Sarah Jones | Contact Phone: 840-555-5555 | Contact Email: sarahjones@unt.edu
Special Instructions: Please email the address above when the order ships
Attachments: Refer to any attachments such as contracts or quotes
Purpose: This purchase will allow Professor Davis to conduct cutting edge research which could result in grants and national recognition for the UNT System.
This Dell desktop computer and keyboard are being purchased for Dr. Davis of the Biclogy department. This will benefit the department and the UNT System by allowing her to
complete cutting edge research that could bring national recognition to the UNT System, and possible grants to fund more research.
Line: 1 Item Description: Dell Desktop Computer Quantity: 1.0000 UOM:EA  Price: 1,000.00 Line Total- 1.000.00
Line Status: Pending
Line Comments:
Dept. Contact: Sarah Jones | Contact Phone: 940-555-5555 | Contact Email: sarahjones@unt.edu
Special Instructions: Please email the address above when the order ships
Aftachments: Refer to any attachments such as contracts or quotes
Purpose:This purchase will allow Professor Davis to conduct cutting edge research which could result in grants and national recognition for the UNT System.
Ship Line: 1 Ship To: BSCA 400 Address: Shipping Quantity: 1.0000
Attention- Business Servioes-Gen Due Date: 2/15/16 UNT System Business Service Center Shipping Total: 1,000.00
Ship Via: GROUND Freight Terms:DESTADD Send to: invoices@untsystem.edu
1112 Dallas DOr., Ste. 4000
Denton TX 76205
United States
Dist Status Location Qty PCT Amount GL Unit Account Altacct
1 Open BSCP 400 1.0000 100.00 1.000.00 SYT69 33101 7334
Dept Fund Clasz
522000 200 100
Open QTY Open Amt
0.0000 1000.000
GL Base Amount Currency AN BU Profile Id Sequence Capitalize
1.000.00 UsD SYT69 204 0 N
Chartfield 1
830000
Line: 2 Item Description: Dell Keyboard Quantity: 1.0000 UOM:EA  Price: 150.00 Line Total: 150.00
Line Status: Pending
Ship Line: 1 Ship To: BSCA 400 Address: Shipping Quantity: 1.0000
Attention: Business Services-Gen Due Date: 2/15/16 UNT System Business Service Center Shipping Total: 150.00
Ship Via: GROUND Freight Terms:DESTADD Send to: invoices@untsystem edu
1112 Dallas Dr., Ste. 4000
Denton TX 76208
United States
Dist Status Location Oty PCT Amount GL Unit Account Altacct
1 Open BSCP 400 1.0000 100.00 150.00 SYT69 53017 7335
Dept Fund Class
522000 200 100
Open QTY Open Amt
1.0000 0.000
GL Baze Amount Currency Sequence Capitalize
150.00 UsD 0 N
Chartfield 1
830000
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11.1Return to the Requisition Approval screen open in the other window.
12.1Click the triangle icon by the Review/Edit Approvers section.

Favorites » | Main Menu - > Worklist » > Worklist

rormaTion  dba0004 on FSTSTU (easapp12) - 02/10/2016 11:06:29 All  ~ | Search > | Advanced Search

Requisition Approval

Business Unit SY769
Requisition ID 0000000142
Requisition Name Computer for Professor Davis
Requester Business Services-Gen
Entered on 02/06/2016
Status Pending Total Amount 1,150.00 USD
Priority pedium
Budget Status v/3jiq
Requester’s Justification

This Dell desktop computer and keyboard are being purchased for Dr. Davis of the Biology department. This will benefit the department and the UNT System
by allowing her to complete cutting edge research that could bring national recognition to the UNT System, and possible grants to fund more research.

View printable version

~ Line Information (7

Line Information Personalize | Find | First ‘4 1-20f2 ‘& Last
Line Item Description Supplier Name Quantity UOM  Price Requester's Comments

= 1 &* Dell Desklop Computer SUMMUSINDU-DD1 1.000DEA  1000.00000 USD @

M © 2 & Dell Keyboard SUMMUSINDU-001 1000DEA  150.00000 USD

[[] Select All / Deselect All
L] iew Line Details | B Approve 7] Deny (i} Hold

Qevieledil Approvers

Enter Approver Comments

e

Bid Tab Report

Return to Worklist
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13. Click the triangle icon in the Purchasing Approval section by Comments to view the
Buyer comments.

Favorites + | Main Menu > Worklist v > Worklist

ivrormaTion  dba0004 on FSTSTU (easapp12) - 02/10/2016 11:06:29 Al ~ | Search 5 | Advanced Search

Requisition Approval

Business Unit SY7860
Requisition ID 0000000143
Requisition Name Computer for Professor Davis
Requester Business Services-Gen
Entered on 02/06/2016
Status Pending Total Amount 1,150.00 USD
Briofity iedium
Budget Status vsgjig
Requester's Justification

This Dell desktop computer and keyboard are being purchased for Dr. Davis of the Biology department. This will benefit the department and the UNT System
by allowing her to complete cutfing edge research that could bring national recognition to the UNT System, and possible grants to fund more research.

View printable version

Line Information (7

Line Information Personalize | Find | First ‘4 120f2 ‘»/ Last
Line ltem Description Supplier Name Quantity uom Price Requester's Comments

[ 1 %? Dell Desktop Computer SUMMUSINDU-001 1.0000 EA 1000.00000 USD @

¥ © 2 %? Dell Keyboard SUMMUSINDU-001 1.0000 EA 150.00000 USD

[ Select All / Deselect All
L View Line Details &  Approve @ Deny [i] Hold

Review/Edit Approvers
Purchasing Approval

Computer for Professor Davis:Awaiting Further Approvals ;::mff;hmmem
UNTS Buyer Approval

Approved
) Sullenberger,Barry
Purchasing Approval
02/10/16 - 11:03 AM

O Comments
UNTS Dept ID - ePro

Line 1:Pending
Dell Desktop Computer
UNTS Department Approval
Pending Not Routed
G) Saxon,Randall J E" ‘Asher Donna Brooks E

Inserted Approver Manager Fiduciary Approval

[#]start New Path

Line 2:Pending
Dell Keyboard
UNTS Department Approval

[#]Start New Path

Pending
G Asher,Donna Brooks
Manager Fiduciary Approval

Enter Approver Comments

e

Bid Tab Report

Return to Worklist
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14. Review the Comments from the Buyer.
15. Review the UNTS Dept ID - ePro section to ensure appropriate approvers are listed.

Favorites + | Main Menu - > Worklist » > Worklist

inFormation  dba0004 on FSTSTU (easapp12) - 02/10/2016 11:06:29 Al ~ | Search » | Advanced Search

Requisition Approval

Business Unit SY769
Requisition ID 0000000143
Requisition Name Computer for Professor Davis
Requester Business Services-Gen
Entered on 02/06/2016
Status Pending Total Amount 1,150.00 USD
Priority Medium
Budget Status /qjig
Requester's Justification

This Dell desktop computer and keyboard are being purchased for Dr. Davis of the Biology department. This will benefit the department and the UNT System
by allowing her to complete cutting edge research that could bring national recognition to the UNT System, and possible grants to fund more research.

View printable version

Line Information (2

Line Information Personalize | Find | 2 First ‘4 1-20f2 ) Last
Line Item Description Supplier Name Quantity UOM  Price Requester's Comments

I~ 1 2 Dell Deskiop Computer SUMMUSINDU-001 10000EA  1000.00000 USD ®

¥ © 2 #* Dell Keyboard SUMMUSINDU-D01 10000EA 15000000 USD

W] Select Al / Deselect All
L View Line Details 4 Approve 0 Deny i} Hold

Review/Edit Approvers

Purchasing Approval

OVlewa ide Comments:

Computer for Professor Davis:Awaiting Further Approvals [#]Start New Path
UNTS Buyer Approval

Approved
Sullenberger, Barry
¥ Purtnasing Approval
02/10/16 - 11:03 AM
Comments
Barry Sullenberger at 02/10/16 - 11:03 AM
| have reviewed the fund and chart fields to ensure accuracy. Fund budgeted for purchase
of replacement computer for Dr. Davis.

UNTS Dept ID - ePro

Line 1:Pending [¥]start New Path
Dell Desktop Computer

UNTS Department Approval
Pending Not Routed
Saxon,Randall J ‘Asher,Donna Brooks
n ) = .
Inserted Approver - Manager Fiduciary Approval -

Line 2:Pending [#]Start New Path
Dell Keyboard

UNTS Department Approval
Pending

‘Asher,Donna Brooks F]
Manager Fiduciary Approval [+

Enter Approver Comments

e

Bid Tab Report

Return to Worklist

16. Add comments, if applicable, in the Enter Approver Comments field at the bottom of the screen.

Enter Approver Comments

e

Bid Tab Report
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17. Click Approve, Deny, or Hold as appropriate.
Note: Hold places a requisition on hold to allow time for further review, while maintaining

the hold on funds.

Favorites « | Main Menu ~ > Worklist = > Worklist

s Formation  dba0004 on FSTSTU (easappi2) - 02/10/2016 11:06:29 Al ~ | Search » | Advanced Search

Requisition Approval

Business Unit SY768
Requisition ID 0000000143
Requisition Name Computer for Professor Davis
Requester Business Services-Gen
Entered on 02/06/2016
Status Pending Total Amount 1,150.00 USD
Priority egium
Budget Status v/gjid

Requester's Justification
This Dell desktop computer and keyboard are being purchased for Dr. Davis of the Biology depariment. This will benefit the depariment and the UNT System
by allowing her to complete cutting edge research that could bring national recognition to the UNT System, and possible grants to fund more research.

View printable version

Line Information (7

Line Information Personalize | Find | £ First ‘&) 1-20f2 & Last
Line Item Description Supplier Name Quantity UOM  Price Requester's Comments.

=i 1 2* Dell Desktop Computer SUMMUSINDU-D01 10000EA  1000.00000 USD

M @ 2 & Dell Keyboard SUMMUSINDU-001 10000EA  150.00000 USD

[] Select All / Deselect All
L= View Line Details | 4 Approve

Deny Hold

Review/Edit Approvers

Enter Approver Comments

L2

Bid Tab Report

Return to Worklist
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Note: A Confirmation message will appear on the Requisition Approval screen.
18. Click Return to Worklist at the bottom of the screen.

Favorites v | Main Menu ~ > \Workiist~ > Worklist

.E“ iNEormaion  dba0004 on FSTSTU (easapp12) - 02/10/2016 11:06:29 Al + | Search % Advanced Search

Requisition Approval

Confirmation
" Computer for Professor Davis has been routed for further approval.

Review/Edit Approvers
Purchasing Approval
Computer for Professor Davis:Awaiting Further Approvals (& View/Hide Commenis
UNTS Buyer Approval
Approved
¢ Sullenberger, Barry

Purchasing Approval
02010416 - 11:03 AM

Comments
UNTS Dept ID - ePro

Line 1:Pending
Dell Desktop Computer

UNTS Department Approval

Pending Not Routed
Saxon,Randall J » = Asher,Donna Brooks
(C Approver Mansger Fiduciary Approval

Line 2:Approved
Dell Keyboard

UNTS Department Approval

Approved
o Asher,Donna Brooks
Manager Fiduciary Approval
02/10/16 - 11:33 AM

Return to Worklist

19. Review the Worklist to determine if more requisitions are pending approval.
20. Repeat steps 4-18 until all requisitions remaining on the Worklist are complete.

Favorites « Main Monu ¥ » Workdstw 3 Workssl
ENTERSfUSE

.E“ iromuanes  dba0004 on FSTSTU (easappi2) - 02/10/2018 11:45:02 Al ~ | Searcn Advarced Sterch

Waorklist

Workiest for dbal004. Asher Donna Brooks

Datan Vel \Workiist Filiers | Fead

Vrackily itemi perscnaize | Fod Iviewas | 0 B Fest 0 1datz @ Last

Fram Dwater From Wk em Wenhed By Actvity Priceity
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