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Title: Purchases $15,000.00 and under

Purchase transactions from $0 to $15,000.00 require one verbal bid or quote. Orders should be
awarded to the vendor that provides the best value to the institution. Departments are encouraged
to seek a quote or bid from a Historically Underutilized Business (HUB) vendor. For assistance
finding a HUB vendor, click here or email HUB@untsystem.edu.

Setting up the Requisition
The requisition must be set up before it can be created, reviewed and submitted. Follow the steps
below to set up the requisition.

1. Request bid or quote from vendor.
Note: Price quotes may be taken by phone, by fax, or by email. Prices may also be obtained
via a vendor’s website. Ensure vendors send invoices to Invoices@UNTSystem.edu. Ensure a
reasonable amount of time is given to vendors to respond to a request for bid or quote.

2. Enter EUID and Password.

3. Click Sign In.

UNIVERSITY @F NORTH TEXAS SYSTEM®

-EIS Enterprise Information System

System Login
EUID {requir=d)
The Enterprise Information System is the primary administrative

Password (requived) 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

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

Scheduled Maintenance g
versions:

Service may be interrupted

5 * Google Chrome 24

during these regular Firefox 17
: : : .

EndEilenazice;tines: « Internet Explorer 11, 10, 9, and 8

e Tuesday 7:00 - 9:30 pm « Safari 6

e Thursday 7:00 - 9:30 pm

. : ote: Internet Explorer's Compatibili ode is unsupported in . Turn o is feature in
Saturday 7:00 pm to noon Note: Internet Explorer’s Compatibility Mode i pported in EIS. T ff this feature i
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 s Texas Homeland Security « 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 Main Menu.

Favorites + |

INFoRMATION mmt0110 on FSTSTU (easapp12) - 02/06/2016 12:54:09 | Al ~|seartn | » | Advanced Search

Top Menu Features Description T 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 oA

path and give you access to the contents of i R

subfolders. T
T

Menu Search, located under the Main Menu, now

supports type ahead which makes finding pages

much faster.

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

Favorites = | Main Menu -I
Search Menu:
®) 02/06/2016 12:54:09 | Al ~ | Search | Advanced Search
a |
0 g @mcuremem) B @
Top Menu Feat| (3  Manager Self-Service B Employee Project cent B Manage Requisitons
B Purchasing B Travel and Expense ce| B Receiving
O eProcurement »
The menu is no B Stviae Brechraret , fin Menu to get started
Highlights 3 commitment Control »
Recently Useq (1 Real Time Bottom Line »
Favorites meny 3 set Up Financials/Supply Chain »
O3 Enterprise Components » e
03 workiist 4 g
3  Reporting Tools 3
Breadcrumbs| 1 PeopleTools » —
gsg}jg:{g.ive [E  change My Password i ';_":'_" ‘:'. _'“
D My Personalizations _'_'_j:.‘_.:‘::_
D My System Profile I
[El wmy Dictionary
Menu Search, B wyreeas
supports type aEat WG TaRES IOy pages
much faster.
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6. Verify that the information in the Business Unit and Requester fields is correct.

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

m""'""mm mmt0110 on FSTSTU (easapp12) - 02/06/2016 13:04:35

All = | Search #  Advanced Search
Requisition Settings

Business Unit [SY769 Q Univ. of North Texas System Requisition Name
*Requester [E92200

Q. Business Services-Gen

Priority
*Currency usD
Custom Fields
Default Options (7
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 Q Unit of Measure [ §
Buyer Q
Shipping Defaults
Ship To [BSCA 400 Q Add One Time Address
Due Date 5 Attention
Distribution Defaults
SpeedChart (&}

Accounting Defaults

Personalize | Find Iﬁi @ First ‘4
Chartfields1 || Details | AssetInformation

Location GL Unit

101 @ Last
Dist Percent Account AltAcct Dept E:;‘d Fund Function

1 BSCP 400 |Q [5Y768  |Q Q Q822000 |Q Q
<

PC Bus Unit Proj
Q a a
>

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 Computer for Professor Davis
“Requester 026201 Q' UNT Controller Priority
*Currency YSD

8. Click magnifying glass next to Supplier field.

Line Defaults |

Supplier @

Category aQ
Supplier Location

Q, Unit of Measure Q,
Buyer aQ
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9. Enter vendor name into Name field.
10. Click Find.

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

.E“ icormATion mmt0110 on FSTSTU (easapp12) - 02/06/2016 13:04:35 Al | searcn »

Supplier Search

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

MNote: The defaults specified below will be applied o requisition lines when there are no predefined
values for these fields.

OK Cancel

11. Select the appropriate Supplier ID from Search Results—confirming it lists the correct address.
Note: If the appropriate Supplier Name does not appear in the Search Results, click Cancel.
The Supplier and/or applicable address will be added later using the Suggest New Supplier
feature located on the Create Requisition screen.

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

.E“ INFORMATION  mmt0110 on FSTSTU (easapp12) - 02/06/2016 13:04:35 Al | Search »

Supplier Search

Supplier ID

Name Summus Reset
Short Supplier Name
Alternate Supp Name

City
Couniy S —
Postal Code
Search Results Personalize | Find | View All | B | B First ‘& 1of1 &/ Last
= - Default Default Location 8
Supplier ID Supplier Mame e Description Address City State
10000006227  Summus Industries Inc 003 Remit CDF 77 Sugar Creek Center o ar ang T =

Blvd Ste 420

QK Cancel

Page 4 of 46



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

Favorites ~ ‘ Main Menu

> Employee Sel-Service v > Procurement » > Requisition

m‘""' SN mmt0110 on FSTSTU (easapp12) - 02/25/2016 12:08:57

Al ~ | Searth # | Advanced Search

Requisition Settings
Business Unit [SY769 | Q

Univ. of North Texas System Requisition Name Computer for Professor Davis

*Requester |E92200 Q. pusiness Services-Gen Priority [Medum ]

*Currency usb

Custom Fields
Default Options (7

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 0000006227 Q Category Q
Supplier Location 003 Q. Unit of Measure Q,
Buyer Q
Shipping Defaults
Ship To |BSCA 400 Q Add One Time Address
Due Date [ Attention

Distribution Defaults
SpeedChart aQ

Accounting Defaults

Personalize | Find Iﬁll E

First ‘4 10f1 & Last
Chartfields1 || Details || Assetinformation

Dist Percent Location

GL Unit Account AltAcct Dept F‘;’“’ Fund Function PCBusUnit  Proj
1 BSCP 400 |Q [SV7E8 |Q a Q [gzla [ |a Q Q Q

>

OK Cancel

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

Accounting Defaults

Personalize | Find | @{ @

First ‘& fof1 ‘¥ Last
Chartfields1 | Details || Asset Information

Dist Percent Location GL Unit Account Alt Acct  Dept E';?d Fund Function PC Bus Unit Proj
1 ADMIN_160 Q [NT7E2 |4 Q

@, [150000 |Qy ® Q a, Q
< >
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13. Select the appropriate Fund Cat from the Look Up Fund Cat dropdown.

Look Up Fund Cat

SeliD SHARE
Fund Category [begins with ||
Description [begins with v

LookUp || Ciear Cancel | Basic Lookup
Search Results
i View 100 Fist 4 rzserzs 0 Last

nd 109 ‘Educational & General
Audliary
Designated Operating-Managed

Designated Operating-General
Quasi Endowment Spendable
Unrestricted Loans

‘Quasi Endow Corpus and prec
‘Restr Expendable

Restr True Endowment Spendable
Resir Quasi Endowment Spendabl
Loans and Contracts

Rest Quasi Endow Corpus/Apprec
Resir True Endowment Apprec
Restr Expendable Cap Cntrotn
‘Sponsored Projects-Restr

Resir True Endowment Corpus
Resir Non-Expend PR Life Inc
Netlavesiment i Pt
Retirement of Indebtedness
el

Suspense Fund 34 [CONV ONLY]
‘Suspense NTfund 93 [CONV ONLY]
Suspense Unmapped [CONV ONLY]
‘Suspense for Plant [CONV ONLY]
‘Suspense Inactive [CONV ONLY]
‘Suspense [CONV ONLY]

14. Click on the magnifying glass next to Fund.

Aenunting fieteits Personalize | Find | @] B} Fist @ 1011 @ Last
Chartfields1 || Details | AssetInformation | [ _ | | |
Dist  Percent Location GL Unit ‘Account AltAcct Dept E‘;"’ Fund Function PCBusUnit  Proj
: fown_1e0 QN2 Q[ & [Ja [0 (15 [ (T Q| a [
< I — >
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15. Select the appropriate Fund from the Look Up Fund dropdown.

Look Up Fund

SetlD SHARE
Fund [pegins with v ||
Description [ begins with v ||

ook Up | [ Gowr | [ Caneel | mas Lookup

Search Results

. Only the first 300 resulis can be dlsplayed
View100 Fist ¥ rsoorme ) Last
1000% DepOpIQEnd-Mawne W[wn Orgn
1!!)[!)5 DepOpi(.‘EERd—Welch Found
100006 DepOp/QEnd-Col Of Engg
100007 DepOp/QEnd-Getty Musical Art
100008 DmOpIQEnﬂ-L Murchison Tutor
100009 DepOp/QENd-Prsdnt's Grrston
1mn13 DepOplQEHd—Chas H Fleming Trst
100015 DepOp/QEnd-Everett Foundation
100017 DepOp/QEnd-Trip-Onstead Inst-
100019 DepOpIQEnd—Tnp\‘Sws Supt Cert
100020 DepOp/QEnd-Trip-Bland Profess
1!!)!]21 DepOplQEnd—Rbi Fn Rsv Ser 1999
100022 DepOp/QENd-Rbt Fn Rsv. Ser 199
100023 DepOp/QENd-Rev Fin Sys Ser 05

 DepOp/En
100027 DepOplQEnﬂ- Lone Star Chair
100028 DepOp/QEnd-UNT Quasi Endow
130001 S::hQUQEnd-Ti &shlp
130002 S::holl(]Em‘l—Del:ker
1 IQEnd-Eagle E
130004 ScholiQEnd-Boeing Elec Tech
130005 Schol/GEnd-H. W. Wiisan
130006 Schol/QEnd-Dr James Tad Lot
130007 ScholiGEnd-Pres Councll
130008 Schol/QEnd-L Murchison UQrad
130009 Schol/QEnd-L Murchison Cmht
130010 Schol/QEnd-L Murchison Dance
130011 ScthEnd-L Mur:niann ﬁm‘mm
130012 ScholiQEnd-L Murchisen Dramate
130013 Schol/QEnd-Paramount Picturs
130014 Schol/QEnd-Paramount Pic/D&D
130015 Schol/QEnd-Paramount Bio Sci
130016 ScholiQEnd-Paramaunt Pic/CVAD
130!]1 T‘SchOIIGEnd—Men‘s Golf
130015 ScholiQEnd-Chancslior Hotsl

16. Click on the magnifying glass next to Function.

Accounting Defaults Personalize | Find | 2] B8 Fist 4 1071 * Last
Fund - | - |
Account AltAcct Dept Cat :Fund Function :PC Bus Unit _Pm]

1 :ADMIN_‘IGD @ [NTTE2 | Q[ |Q [150000 & g‘f.igmm &, | @ =% '|:
< I >

Page 7 of 46



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

Look Up Function

SetiD SHARE
Function [begins with ||
Description|begins with ||

|| LookUp || Clear || Cancel |Basic Lookup

Search Results

View 100 First 4 12002 k) Last
o 3 ihe] S
100 |

110

120

Practice Indirect
Research-Sponsored
Research-Sponsored C/S
Research-Univ Spansored.
Research-Departmental
Public Service

Public Service-Sponsored
Public Service-Sponsored CIS

Development & Fundraising
Operations and Maintenance
Scholarships and Feliowships
Depreciation & Amortization
Auxiliary Enterprise
Teaching Hospitals & Med Cirs
Independent Operations.
Capital Projects

SUSPENSE [CONV ONLY]
UNMAPPED

INACTIVE

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

Requisition Settings

Business Unit SY768 |Q Univ. of North Texas System isition Name |Computer for Professor Davis
[E9z200 |@  Business Services-Gen Priority
“Currency
Custom Fields

Default Options (7

) 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)

P E— e —
SupplierLocation | @ UnitofMeasure | |Q
Buyer [ &
Defaults
shipTo [BSCA 400  |Q Add One Time Address
Duepate | |6} i
Distril i Defaults
SpeedChart| |@Q
Accounting Defaults Personalize | Find | 1| B First (4 10f1 & Last
Chartfields1 || Details || Asset Information |
Dist Percent Location GL Unit Account Alt Acct Dept 2[“’ Fund Function PC Bus Unit Proj
1 |escPao0  |Q [Sv7ed |Q [ | [ | [922000|Q [105]Q [195007|Q [F50 Q[ Q[ |
< IEEEE—S—~—————. >

[ = | == |
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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: (See table below).

Track order using Manage Requisitions.

Justification Comments

Required Item Notes
Required Department contact Full name, phone number and email address
Required Vendor contact Full name, phone number and email address
Required Purpose What is it for? Why is it being purchased?
Required Email Address Where do we need to send the order?
Required Procurement Method Must be referenced (coop, contract, quotes)
Required Service Date When do need services performed or good received by?
Supporting Documentation
If applicable HSP Form If purchase is over 85k (or has the potential to go over 85k with change orders).
If applicable Quotes Attach all quotes
If applicable Contract If this purchase is made off an existing contract, attach copy of contract
If applicable Previous PO number What was the previous PO number? This helps with reporting
If applicable Proprietary/Sole Source form Must have VP or dept chair signature
If applicable Request for Solicitation form Attach for formal solicitations
If applicable Conflict of Interest form Attach when reporting COI
If applicable Emails Additional information on purchase/contract
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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.

Favortes » |  MainMenu - >

Create Requisition 2
Welcome Business Services-Gen
Request Options it

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

Employee Self-Service ~ > Procurement~ > Requisition

.E|s inrorMation  mmt0110 on FSTSTU (easapp12) - 02/06/2016 13:04:35

Home

Search

53 ePro Services

Request Services
New Requisition

‘v Favorites

Browse Favorite ltems and

Services

@ Web

Browse Supplier Websites

services

/? My Preferences Requisition Settings [

D@ Recently Ordered
View recently ordered items and

All = | Search 2 Advanced Search

E 0 Lines

e

Advanced Search

Forms

Create and Submit Forms

& External Catalogs
Browse Supplier Website ltems

Describe the item, pari#, Co...
computer dell optiplex 3020

item 1

Computer, Dell, Optiplex 902...

Goods

2. Type the line item description from the price bid or quote received from the vendor inthe
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 =

Create Requisition @

Welcome Business Services-Gen

Reguest Options >

All Request Options

ePro Services
New Requisition

Web

Forms

Favorites
Recently Ordered

External Catalogs

> Employee Seli-Service » > Procurement~ > Reguisition

.E“ iNForMATIGN  MmME0110 on FSTSTU (easapp12) - 02/06/2016 15:27:16

Home

search

New Requisition

*Goods/Service
Description

Quantity

Amount
*Category
Supplier ID
Supplier Name
Quote Number

Beginning Date

Additional Information

0000006227

Summus Industries Inc

~P BB

57

v My Preferences Requisition Settings I

All  ~ | Search # | Advanced Search

sl 0Lines Checkout
Search Advanced Search
*Unit of Measure Q

*Currency Code |USD

Suggest New Supplier

Quote Date [
Date of Completion 7
e

[ send to Supplier

Add fo Cart

[ show at Receipt

[[] show at Voucher
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3. Type the number of items in Quantity field.

Favorites ~ ‘ MainMenu ~ > Employee Self-Service v > Procurement » Requisiion

roamation  mmt0110 on FSTSTU (easapp12) - 02/25/2016 12:08:57 Al ~ | Search

% Advanced Search
Create Requisition (2

Welcome Business Services-Gen P
Home 7 My Preferences Requisition Settings B 0 Lines Checkout
Request Options s Search Search

Advanced Search

All Request Options New Requisition

ePro Services *Goods/Service |Dell Deskiop Computer
New Requisition

Description
*Unit of Measure Q
Web

Amount *Currency Code |USD
Forms *Category a
Favorites Supplier ID 0000006227 Q Suggest New Supplier
Recently Ordered Supplier Name Summus Industries Inc @
Quote Number ? Quote Date el
Exis I Catall
ot Beginning Date H? Date of Completion 57

Additional Information

e

[ send to Supplier [] show at Receipt ] show at Voucher
Add fo 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.

Favorites = ‘ Main Menu - > Employee Self-Service » > Procurement » > Requisifion
ENTERPRISE
s inFormation  mmt0110 on FSTSTU (easapp12) - 02/25/2016 12:08:57 Al ~ | Search # | Advanced Search
Create Requisition 2
Welcome Business Services-Gen
& Home My Preferences Requisition Settings I E Olines (G el
Request Options = Search Search Advanced Search
All Request Options New Requisition
ePro Services *Goods/Service |Dell Desktop Computer
Mew Requisition Description i @
Quantity 1 Unit of Measure
Web Amount *Currency Code USD
Forms “Category Q
Favorites Supplier ID 0000006227 Q Suggest New Supplier
Recently Ordered Supplier Name | Summus Industries Inc /@,
Quote Number ? Quote Date [
External Catalogs
% Beginning Date w7 Date of Completion 5 ?
Additional Information
R
[ send to Supplier [] show at Receipt [] show at Voucher
Add to Cart
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5. Select the appropriate Unit of Measure from Look Up Unit of Measure dropdown.

Look Up Unit of Measure

Unit of Measure [begins with ~||

Look Up Clear _Cancel | Basic Lockup

| Search Resulis
View 100 First & 1e2or1ez @) Last

Unit of Measure
AMP
AN
AVC
815
B25
850
1By g
BBL Barrel - Liquid Measure
80 Bundle
BE Bale
BoT Bottle
Box
BARREL
‘Bushel - Dry Measure
Celsius
€ o tridge
CAN
'Hundred Cubic Feet

Cubie Millimeters
Fail

Container

Card

CRATE
Case
Carton.
Cubic Feet
Cubic Inches
Cubic Meters

Create Requisition 2

Welcome Business Services-Gen 2
Home }*My Preferences *Requisiliun Setlings I E OLines

[ Reawstogios  ~ | Scarcn[d | [[_searh | aovancea searcn

All Request Options New Requisition

ePro Services *Goods/Service \DBH Deskitop Computer

New Requisition D ipti )
Quantity 1 Unit of Measure Q

Web © I *Currency Code

Forms categoy [ g

— Supplier D (0000006227 1@ Suggest New Supplir

R tly Ordered Supplier Name Summus Industries Inc @
QuoteNumber [ |7 QuoteDate | |E

SR Beginning Date |5 7 Date of Completion | |5 ?
Additional Informati
B
[ send to Supplier [ Show at Receipt [ show at Voucher

Add fo Cart

. __________________________________________________________________________________________________________________________________________________________________|]
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7. Click on

the magnifying glass next to the Category field.

Create Requisition (#)

Welcome Business Services-Gen

[ T

Home }*My Preferences *Reuuisﬂinn Settings I E OLines
| search [Al V]| | seach | advanced search

All Request Options

ePro Services
New Requisition

Web

Forms

Favorites
Recently Ordered

External Catalogs

New Requisition

*Goodsi/Service |Dell Deskiop Computer

(I |
T
gy @D
Suppter D oo Ja
ier Name ’m‘q
Quote Number | |7
Bogiming Date 97

Additional Inf

D
Quantity

*Unit of Measure Q
*Curmrency Code usD

Suggest New Supplier

QuoteDate | |[E
Date of Completion | | ?

[

[J send to Supplier

[[] show at Receipt

[ show at Voucher

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

Look Up Category

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

| w Search Categories
I

Search By [Category

D

| Find

| » Browse Category Tree

Retumn
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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» | MainMenu » » Employee SelfService ~ » Procurement~ > Reguisition
miﬁu mmt0110 on FSTSTU (easapp12) - 02/06/2016 15:27:16 Al | searcn > Advenced Searen

Look Up Category

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

Search Catego|

Search By =R Find

Browse Category Tree
Return

11. Click Find.

Favoriies = | Main Menu > Employee Seli-Service » > Procurementw > Requisition
mm mmt0110 on FSTSTU (easapp12) - 02/06/2016 15:27:16 Al ~| searcn > | Advanced Search

Look Up Category

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

Search Categories

search By Comp Find
Browse Category Tree
Return

12. Click on the appropriate Category based on the Description field.
Note: Select the category code that best describes the purchase. Accuracy is important as
Category drives Account and Alt Acct expenditure codes. Choosing the correct Category
also allows special approvers to be automatically inserted into the approval workflow.

Favorites = Main Menu = » Employee Self-Service » > Procurement » > Reqguisition
£ iEommATon  mmt0110 on FSTSTU (easapp12) - 02/06/2016 15:27:16 Al ~ | Search » | Advanced Search
Look Up Category

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

~ Search Categories

Search By [Deserpion /] [Comp

Categories Personalize | Find | View all | 2| & First ‘&' 1-150f15 ‘*/ Last
Catalog Category Description Find in Tree
1 PROCUREMENT 08091 Lease / Rental-Comp Equip #‘
2 PROCUREMENT 920-47 NI ACe: COmPES &
Equipment
3IPROCUREMENT 204-68 Supplies-Computer Expensed Q
4 PROCUREMENT 204-73 Computer Printer Poriable Capital §9~
5 PROCUREMENT 202-80 Computer Software Purchase \Q‘
=>5100K
6 PROCUREMENT 07977 Computer: Desktop <§5K @
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13. Click on Suggest New Supplier if Supplier ID and Supplier Name are not completed.
Note: Skip to step 16 if a Suggested Supplier is not needed.

Favorites = | Main Menu - > Employee Sel-Service » > Procurement » > Reguisition

ENTERPRISE
.E “ iNFoamaTion  mmt0110 on FSTSTU (easapp12) - 02/06/2016 15:27:16 Al ~ | search > [Darenren Srrh
Create Requisition
Welcome Business Services-Gen 3

Home My Preferences Requisition Settings | = 0 Lines Eiecion
Request Options Bt Search Search Advanced Search
All Request Options New Requisition
ePro Services *Goods/Service |Dell Deskiop Computer
Mew Requisition Description —
Quantity 1 Unit of Measure |EA a,

Web Amount 1,000.00 *Currency Code |USD

Forms *Category |07977 -y

Favorites Supplier ID a Suggest New Supplier

Recently Ordered SuppiierName Q

Quote Number 7 Quote Date [
Exti I Catal
xternal Catalogs Beginning Date w7 Date of Completion E?
Additional Information
B3
[ send to Supplier [ show at Receipt [ show at Voucher
Add to Cart

14. Enter Supplier Name, Contact Name, Address Information, Full Phone Number and
Comments on the Suggested Supplier screen.
Note: Complete all fields indicated above, as you will be unable to return to edit or add
Suggested Supplier information after clicking OK. In addition, you should obtain a W-9 from
the Supplier that should be attached to the requisition.

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

.E|§ inromMaTion  mmt0110 on FSTSTU (easapp12) - 02/06/2016 15:27:16 Al ~ | Searc »

Suggested Supplier

Supplier Name
Contact Name
Address Information
Country &}

Address 1

Address 2

Address 3

City

State Postal

Phone Information

Phone Type[ ] prenx

Telephone Ext

Comments (Ed]

254 characters remaining
oK Cancel
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15. Click OK.

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

INFoRMATION mmt0110 on FSTSTU (easapp12) - 02/06/2016 15:27:16 Al ~ | Search >

Suggested Supplier

Supplier Name |ABC Electronics
Contact Name |John Doe
Address Information
Country [USA _ |Q united States

Address 11234 Main Street

Address 2

Address 3

City |Denton
State Postal [12345
Phone Information
Phone Type Prefix [940

Telephone | 1234587 Ext

Comments

254 characters remaining
OK Cancel

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

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

.m"""m“"‘ mmt0110 on FSTSTU (easapp12) - 02/06/2016 15:27:16 Al ~ | Searcn » PAGhearions Ceoaton

Create Requisition 2

Welcome Business Services-Gen

ome /My Preferences 32 Requisition Settings ines
& w 7 My pre Requisition Sett I B oiines Checkout
Request Options = Search § Search Advanced Search
New Requisition
ePro Services *Goods/Service Dell Desktop Computer
New Requisition Description —
Quantity 1 Unit of Measure EA QL
Web Aot 1,000.00 *Currency Code USD
Forms *Category 07977 &,
Favorites Supplier ID Q
N Suggested Supplier ABC Electronics
Recently Ordered Supplier Name Q
Quote Number 7 Quote Date E
External Catalogs
Beginning Date E? Date of Completion E?
Additional Information
B
[ send to Supplier [ Show at Receipt [ show at Voucher

Aad fo Cart
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16. Enter Quote Number.

Note: If a quote number is not available and the quote is from a website, provide site address. If
guote received via phone, fax or email, provide the name of person who provided quote.

Favorites = ‘ Main Menu ~ 3

Create Requisition z

Welcome Business Services-Gen

Employee Self-Service + >

Procurement ~ >

wrormation  mmt0110 on FSTSTU (easappi2) - 02/06/2016 15:27:16

Requisition

Al | Search

# | Advanced Search

& Home A My Preferences Requisition Settings | ¥ 0 Lines SR
Reguest Options 5 Search Search Advanced Search
All Request Options New Requisition
ePro Services *Goods/Service |Dell Deskiop Computer
New Requisition Description e
Quantity 1 Unit of Measure |EA a
wep Amount 1,000.00 *Currency Code |USD
Forms *Category |07977 @,
Favorites Supplier ID 0000005227 Q, Suggest New Supplier
Recently Ordered Supplier Name |Summus Industries Inc | Q
| ? Quote Date [5
Exi I Catal
Siahe Beginning Date B Date of Completion 7
Additional Information
2
[ send to Supplier [ show at Receipt [ show at Voucher
Add to Cart
17. Enter Quote Date by clicking on calendar icon.
Favorites ‘ Main Menu « » Employee Self-Service = > Procurement » > Reguisition
ENTERPRISE o
A [§ AEoRATon  mmt0110 on FSTSTU (easapp12) - 02/06/2016 16:27:16 Al | searcn » | Advanced Search
Create Requisition @
Welcome Business Services-Gen -_
& Home A My Preferences Reguisition Settings ! E OLines Checkout
Reguest Options & Search Search Advanced Search
All Request Options New Requisition
ePro Services *Goods/Service |Dell Deskiop Computer
New Requisition Description -
Quantity Unit of Measure |[EA QL
b Amount 1,000.00 “Cumrency Code |USD
Forms *Category |07977 QL
Favorites Supplier ID 0000006227 Q Suggest New Supplier
Recently Ordered Supplier Name |Summus Industries Inc |G
Quote Number [953999399 ? Quote Date

External Catalogs

Beginning Date

BN

Additional Information

Date of Completion

ZE

[ send to Supplier

Add to Cart

[ show at Receipt

[ show at Voucher

W7
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18. Select the date the quote was received.

Create Requisition =
Welcome Business Services-Gen
Home )('MyPrefetenc&s *Requwsﬂiun Setlings I E[]Liﬂeg Checkout
Request Options =N search [All Ml | seamh | amvanced Search
All Request Options New Requisition
ePro Services *Goods/Service |DEI\ Desktop Computer
New Requisition ipti i
Quantity 1 Unit of Measure Cl
Web A 1,000.00 *Currency Code  USD |
Forms *Category |07977 A,
Favorites Supplier ID |D00D0DE227 a Suggest New Supplier
Recently Ordered Name |Summus Ir Inc Q
Quote Number 993993959 ? Quote Date 51
External Cataloy
L us Beginning Date 57 Date of Completion
February 2016
Additional Infc i S M T WT F 8
I 12 3 4 5 [E
7+ 8 0 A0 110 12: 13
14 15 16 17 18 19 20
[ send to supplier [ show at Receipt [ show at Voucher I T
28 29
Current Date [¥)

19. Enter Beginning Date by clicking on calendar icon.

(£

Create Requisition (2

Welcome Business Services-Gen

Home )*My Preferences *Requisﬂ:on Settings | E 0 Lines Checkout

Request Optiens = | Search [Al v I Seaith | Agvanced Search
All Request Options New Requisition
ePro Services *Goods!Service |DeII Desktop Computer
New Requisition Description o
Quantity Unitof Measure [EA  |Q

e S 100000 *Currency Code |USD |
Forms *Category |07977 a,
Favorites Supplier ID 0000006227 Q Suggest New Supplier
Recently Ordered Supplier Name |Summus Industries Inc Q.

Quote Number 999993939 7 Quote Date |02/01/2016 |[31]
R Beginning Date @G» Date of Completion | |[]?

Additional Infc it
1A
[ send to Supplier [ show at Receipt [ show at Voucher
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20. Select the appropriate date based on whether ordering Goods or Services.
Note: For Goods, select the date the quote will expire. For Services, select the date when

the service is to begin.

Favorites | MainMenu ~ >

Create Requisition

2

Welcome Business Services-Gen

Employee Self-Service = >

hommane:  mmt0110 on FSTSTU (easapp12) - 02/06/2016 15:27:16

Procurement ~ >

Requisition

Al

Search

Home /My Preferences Requisition Settings | 0 Lines £
Request Opfions = Search Search Advanced Search
All Request Options New Requisition
ePro Services *GoodsiService |Dell Deskiop Computer
New Requisition Description -
Quantity 1 Unit of Measure |EA a,
web Amount 1,000.00/ *Currency Code |USD
Forms *Category |07977 R
Favorites Supplier ID 0000006227 @ Suggest New Supplier
Recently Ordered Supplier Name |Summus Industries Inc |G
Quote Number 999939999 ? Quote Date [02/01/2016 |[5)
External Catalogs Beginning Date [;g‘? Date of Completion @ ?
Additional Information February 2016
S MTWTF S %
1 2 3 4 5 JB
7 8 9 10 11 12 13
[ send to Supplier O 14 15 16 17 18 19 20 v at Voucher
21 22 23 24 25 26 27
Add to Cart
28 29
(4] Current Date [¥)
21. Enter the Date of Completion by clicking on the calendar icon.
Favorites - | Main Menu - > Employee Sel-Service v > Procurement ~ > Requisition
ENTERPRISE
Al AomiArion  mmt0110 on FSTSTU (easapp12) - 02/06/2016 15:27:16 Al - searcn » | Advanced Search
Create Requisition 2
Welcome Business Services-Gen 7
@ Home A myPreferences 388 Requisition Settings | B 0 Lines EERmL
Reguest Options Z Search Search Advanced Search
All Request Options New Requisition
ePro Services *Goods/Service Dell Deskiop Computer
New Requisition Description e
Quantity 1 Unit of Measure |EA Q
weo Amount 1,000.00 *Currency Code |USD
Forms *Category 07977 [«
Favorites Supplier ID 0000006227 &} Sugoest New Supplier
Recently Ordered Supplier Name Summus Industries Inc @
Quote Number 899993993 ? Quote Date [02/01/2016 [

External Catalogs

Beginning Date

Additional Information

02/05/2016 |5 ? Date of Completion

Il

[[] send to Supplier

Add to Cart

[] show at Receipt ] show at Voucher
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22. Select the appropriate date based on whether ordering Goods or Services.
Note: For Goods, select the ‘deliver by’ date. For Services, select the date when the task
should be completed. Normal business practice allows a 30 day turnaround for vendors.

Favorites - | Main Menu > Employee Seif-Service » > Procurement - > Requisition
.E“ NromwATion  mmt0110 on FSTSTU (easapp12) - 02/06/2016 15:27:16 Al ~ | Search

Create Requisition

Welcome Business Services-Gen 98
Home My Preferences Reguisition Settings I B oLines Chechout

Request Options = Search Search

Advanced Search

All Request Options New Requisition

ePro Services *Goodsi/Service Dell Deskiop Computer

New Requisition Description T
Quantity 1 Unit of Measure |EA s §
Web Amount 1,000.00 “Currency Code |USD
Forms *Category 07977 Q
Favorites Supplier ID |D0ODDODG227 Q. Suggest New Supplier
Recently Ordered Supplier Name Summus Industries Inc | Q
Quote Number 9999999939 ? Quote Date |02/01/2016 |5

External Catalogs il
g Beginning Date |02/05/2016 |5 7 Date of Completion EiHr

# | Advanced Search

Additional Information February [v] 2016  [+¥]

2= S M T WTF s
T
7 8 9 10 11 12 13

[ send to Supplier [ Show at Receipt [ Show at Voucher 14 15 16 17 18 19 20
21 22 23 24 25 26 27
Add to Cart
St 28 29

(4] Current Date [

23. Type any necessary information in the Additional Information field.
24. Click Add to Cart.

Note: To send the information you typed in the Additional Information field to the Supplier,
Receipt, or Voucher, check the appropriate box below the Additional Information field.

Favorites | Main Menu - > Employee Self-Service » > Procurement » > Reguisition
A[QiNForition  mmt0110 on FSTSTU (easapp12) - 0210612016 15:27:16 Al ~ | search

Create Requisition 2

Welcome Business Services-Gen

Home  ~* My Preferences Requisition Settings I = 0 Lines Checkout
Request Options = search Search Advanced Search
All Request Options New Requisition
ePro Services *Goods/Service |Dell Desktop Computer
MNew Requisition Description _—
Quantity 1 Unit of Measure |EA Q.

Wen Amount 1,000.00] *Currency Code |USD
Forms *Category [07977 a
Favorites Supplier ID 0000006227 a Suggest New Supplier
Recently Ordered Supplier Name |Summus Industries Inc @

Quote Number [999999999 7 Quote Date [02/01/2016 |5
External Catalogs

o Beginning Date |02/05/2016 |[&1] ? Date of Completion |02/15/2016 |[51 i

Additional Information

el

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

Add to Cart

# | Advanced Search
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25. Repeat steps 2-12 and 16-24 for each item to be purchased from this Supplier.
Note: You must repeat steps 13-15 for each item to be purchased from the Suggested
Supplier. Create a new Requisition if a different supplier is to be used. Number of lines in
the order will be visible beside the Shopping Cart icon located next to Checkout.

26. Click Checkout when order is complete.

Favonites | Main Menu > Employee Sel-Service v > Procurement » > Requisiion

.E“ iNrormaTion mmt0110 on FSTSTU (easapp12) - 02/06/2016 15:27:16 Al ~|Search » | Advanced Search

Create Requisition 2

Welcome Business Services-Gen

Home /% My Preferences Requisition Settings I Checkout

RequestOptions ¥ Search B Avarced soxth
All Reguest Options New Requisition
ePro Services *Goods/Service
New Requisition Description =
Quantity Unit of Measure Q,

Wk Amount *Currency Code |USD
Forms *Category a,
Favorites Supplier ID 0000006227 Q Suggest New Supplier
Recently Ordered Supplier Name |Summus Industries Inc |

Quote Number ? Quote Date El

External Catalogs
Y Beginning Date 7 Date of Completion H?

Additional Information

o

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

Add to Cart
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Reviewing Requisition Details
Requisitions must be reviewed before submission. Follow the steps below to ensure the requisition
is correct before proceeding.

1. Review the Requisition Line items on the Checkout — Review and Submit screen 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 Linessection.
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-Service ~ > Procurement~ > Requisition
‘Els Meoranion test POeProEntry on FSTSTU (easapp12) - 11/23/2015 15:01:08
SYSTEM
Checkout - Review and Submit
Review the item information and submit the req for approval. s -
“" My Preferences Requisition Settings
Requisition Summary
Business Unit [NT752 . Q University of North Texas Requisition Name |Computer for Professor Davis
Copy Bid Vendors|
“Requester (026201 @ UNT Controller Priority =
Delete Bid Vend|
*Currency |USD Refresh
Custom Fields
Cart Summary: Total Amount 1,150.00 USD i Add More Items
Expand lines to review shipping and accounting details First (4 Oto1of2 » Last
Requisition Lines (7
Line Description ltem ID Supplier Quantity uoMm Price Total Details Comments Bid Tab Delete
[11 g~ Dell Deskiop Computer Summus Industries Inc 1.0000) Each 1000.0000 1000.00 B @ i
i
Shipping Line 1 ShipTo  USB 135 Quantity 1.0000 =+ [=]
Address  UNT Central = Price  1000.0000 Price Adjustment
Receiving -
Denton, TX 76205 Pegging Inquiry
P Workbench
Attention To [UNT Gontroller TR g e
Custom Fields
Due Date  [12/04/2015 5
Accounting Lines
[12 g Dell Keyboard Summus Industries Inc 1.0000, Each 150.0000 150.00 B Cadd = [
Shipping Line 1 shipTo  USB 135 Quantity 1.0000 HE
Address  UNT Central = Price 150.0000 Price Adjustment
Receiving
Denton, TX 76205 Pegging Inquiry
Pegging Workbench
Attention To  [UNT Controller o
Custom Fields
Due Date  [12/04/2015 )
Accounting Lines
[] Select All / Deselect All Select lines to: [ Aad to Favorites 18] Add to Template(s) I Delete Selected &Mass Change
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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. If you need to send the
information you typed in the Comments field to the Supplier, Receipt, or Voucher, check
the appropriate box below the Comments field.

4. Click Add Attachments.
Note: Ensure all applicable documents are attached. Attach Supplier W-9 for Suggested Suppliers.

Line Comment
Business Unit SY76% Requisition Date 02/06/2016
Status Open
Line 1
Comments Find  Fist (4 10f1 () Last
Use Standard Ct Entered On: El
1 g
[ 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

[ummca-w

. __________________________________________________________________________________________________________________________________________________________________|]
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8. Click Upload in File Attachment box.

Select file to upload from browser window.
Click Open.

2 Recent Places

Libraries
Documents
& Music
[&] Pictures
BB videos

1% Computer
&, Default (C)

5% mmt0110 (\icas-
8 BSC Shared Resc
8 OPS (\\filestore.r

-

File name: |

2 Packing Slip
Desktop Receiving 1

Desktop Receiving Final - Copy

Desktop Receiving Final
Packing Slip

Date modified

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

Type

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

12KB
42,555 KB
34,348 KB
34,348 KB
12KB

File Attachment

=

Help

'C\Usersimmt01101D:

p\Desktop R

iving\Packing Browse.. :

Upload | | Cancel
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9. Confirm the file was upload

ed 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.

Main Menu -

Favorites ~ | S

S

Line Comment

ENTERPRISE
INFORMATION
SYSTEM

Business Unit NT752

Line 1

Comments

Employee Self-Service ~ > Procurement - > Requisition

test_ POeProEntry on FSTSTU (easapp12) - 11/23/2015 15:01:08

Requisition Date 11/23/2015
Status Open

Find First ‘& 10f1 ‘&' Last

Entered On: 11/23/2015 3:01:09PM

L

[ send to Supplier

[] show at Receipt [] show at Voucher

Add Attachments

Attachments
Attached File

Process_4.2.4.1___Vendor_

A Record_Inactivation_pdf

QK Cancel

User/Date Time View Send to Supplier
test POeProEntry201
5-11-23-15.14.10.822 Hls 0 @
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12. Click the line details icon when creating a requisition for a blanket order with a quantity of 1.

13

Note: If you are not creating a requisition for a blanket order, skip to step 15.

Favortes ~ | Main Menu ~ > Employee Self

Checkout - Review and Submit

Requisition Summary
Business Unit SY769
*Requester [E92200

*Currency |USD

Cart Summary: Total Amount 1,150.00 USD
Expand lines fo review shipping and accounting details

Requisition Lines (7

Line Description
[t g} Dell Desktop Computer

Shipping Line 1

aQ

Item ID

it >

Paaasey  mmt0110 on FSTSTU (easapp12) - 02/06/2016 15:27:16

Review the item information and submit the req for approval.

Univ. of North Texas System

Q. Business Services-Gen

Supplier

Summus Industries Inc

BSCA 400 Q

UNT System Business %
Service Center

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

Denton, TX 76205

*Ship To
Address

Attention To  Business Services-Gen

Due Date  |[02/15/2016

B

» Accounting Lines

All  ~ | Search # | Advanced Search

&
My Preferences

Requisition Seftings

Requisition Name |Computer for Professor Davis

Copy Bid Vendors
priorty R
Refresh
Custom Fields
+ Add More Items
First (4 Ototof2 b Last
Quantity uom Price Total  Details Comments Bid Tab Delete
1.0000| Each 1000.0000 1000.00 # Edt i)
Add Shipto Comments Quantity 1.0000 S
Add One Time Address Price 1000.0000 Price Adjusiment

Pegging Inquiry
Pegging Workbench
Custom Fields

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

Favorites + | Main Menu ~ >

Line Details

Line Details (z

Mo Image
Line

~ Item Details (7

Merchandise Amount
Item ID

Category

Original Substituted Item
Description

Inspection Routing 1D
Physical Nature

Buyer

Employee Seli-Service = >

wroamation  mmt0110 on FSTSTU (easapp12) - 02/06/2016 15:27:16

Dell Deskiop Computer

1000.00 USD
ara7y
GENERIC Q
[Goods ~|
Q

Buyer Information

Configuration Info

Procurement ~ > Requisition

All - | Search # | Advanced Search

Line Status ~ Open

[CIrFa Required
Device Tracking
Zero Price Indicator

[+ Inspection Required
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14. Click OK at the bottom of the screen.

£lS

et

|Liree Details
Line Details 2

Fio imaga ‘F

- e Deais |3
Merchardise Amount
im0
‘Drigiral fubsingied Bem
Tescnpion

nepection Reoatieg 10
Physicel Haure

w Coect Intsrmetion |7

Lofiaes 10

Comiract L

Calegoey Line

 Suppied informeaton (7

Supgisar D

Suppler wem 10
Suppliars atalog

¥ Manuiacturer infosmaton (F

G

' Sogrciag Combrcls (7

* Cusiom Fids (5

Susins Character 4

Gustom Character 2

Custnem Date

Susinm Fiedd 4

Tustnm Fieid 2

Custnm Fieid 3

Tusinm Fiedd 4

Marafaciurer 1D

Hanuacturess Hem 1D |

D=l Dzekiop Compuier L Hamas  Toen

1000100 LSO I RFa Reauired
[ Device Trackng
7T [ Zam Price ndicainr
B sirmouns Dty
bl inepecion Requeims
GEMERIC )
[Gogs W]
=}
Bawer informmation
Conbguration Info
e Contract @ Avarabie
ar
et Dutak
=%
o
O 3, Surmemas Industres Inc
L ‘3, Femt GOF
St Hidrd' Supplier
e
Li 8
| Cossciisata with alier etk

[ Caiculate Prica
B rvarride Suggested Supplier
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15. Scroll to the Requisition Comments and Attachments section at the bottom of the screen.
16. Click Add more Comments and Attachments to use the Standard Comments feature.

Favorites + | ice = >

5 e SallS

Main Menu -

Edit Requisition - Review and Submit
Review the iter information and subeiil the req for approval
Requisition Summary

Dusiness Unit  SY768 o

“Requesier

(VL]

“Curraney

Cart Summary: Tolal Amount 1,150.00 USD
Expand lines fo review shipping and accounting detalls

Requisition Lines ¢

Line Descripton item ID
v O i Dell Desktop Computer

Shipping Line 1t *Ship To

Address

Allention To

Due Date

b Accounting Lines

> [12 g* Dell Keyboard

*Ship To
Address

Shipping Line. 1

Attention To
Duer Date

F Accounting Lines

[7] Sosect Al 1 Gesaloct Al

Shipping Summary

¥ Eait for a0 Lines

Enfor requisiion cormments

[ Add b Favorites

o

ﬁﬂ% mmt0110 on FSTSTU (easapp12) - 02/06/2016 15:27:16

Univ. of Nortn Texas System

QX Bunsine

Suppier

Summus Industries inc

BECA 400 (=%
UNT Systom Business |
Suervico Centor @
Send to:

MGIC S ERUNIRYRIEM Bdu
1112 Ranas Or, S1e 4000
Genton, TX 76205

Business Sarvices-Gen
0211572018 s

Summus Industries Inc

BEOA 400 (=}

UNT System Business [gg
Service Center

Sand lo

g s i, i
1112 Dalias Or.. Ste. 4000

Danton, TX 76205

BLrsiss Services-Gen

02152016 &)

ca Canter

Ship To Location BSCA 400
Aadress UNT Systern Husiness Sarv
Bon0d 1o’ INVoicesgEluntsyatom cdu
1112 Daltas Or | Sio. 4000
Dunton, TX 78205
Altention To Business Services-Gen
Comments
[= and

ic - Cien

All

g

Quantity

1.0000

Ada Shipte Commants

A One Tima Addrass

1 0000

Add Shipto Comments
Add One Time Address.

K Add to Template(s)

My Fraterances

~ | Search

i Requisibon Settings

Requisition Name Compuler for Profussor Dinis

Priority [Meaium COpRIN
Refrash
Custom Fiews
L Add More Iiems
First 4 Otatal? s Last
Sl=] Price Total  Dotas Comments  Bid Tab Delete
Each 1,000 00000 100000 1Y ‘P Em @ M
GQuantity 10000 =]
Price 1000.0000 Price Adjustment
Pagging Incuiry
Pogging Werkboench
Custorm Figlds
Eacn 1500000 150 0 [1ih D agd o [
Quantity 1.0000 =]
Price 1500000 Price Adjustmant

T Delete Selected

Fegging Inguiry
Fegging Workbench
Custom Fialds

By Mass Change

Total Amount 1,150.00 USD

[ send 1o Supplier ] Show at Receipt
Approval Justification

Enter approval jushfication for this requisiton

[ snown at Voucher

Add more Commants and AN nmants

2 cneck Buaget B} ero-check Buage

Submit ]

Save Before Submit ]

Budget Checking Status’

Agd More ltems

& Proview Approvaks
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17. Click Use Standard Comments.

Header Comments
Business Unit SY769 Requisition Date 02/06/2016
Status Open
Comments Find  First (4 10f1 (*) Last
se Standard Comments Entered On: =
b = 2
] send to Supplier [] show at Receipt L] show at Voucher
[ Add Aftachments |
~ Attachments
Attached File User/Date Time View Send to Supplier
: o =
1

OK Cancel

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

Standard Comments

w Search Criteria

CommentType| (D>
Commentin |Q

Description |

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

Look Up Comment Type

SetlD SHARE
Stangard Gomment Type[begins with ~ ||
Description| begins with_~]|

| LookUp || clear || Cancel | Basic Lookup

Search Results
View 100 First & 180tz @) Last
Standard Comment Type Description
V Asset Managmem
‘Accounts Payables
Change Order
Ceniral Receiving
Purchase OrdeffReqummems
Template Justification
Supplier Instructions
Terms & Conditions

. __________________________________________________________________________________________________________________________________________________________________|]
Page 29 of 46



20. Click on the magnifying glass nex

Standard Comments
+ Search Criteria |
CommentType[REQG |Q
Commentin| QD
Description | |

21. Select the appropriate Standard Comment ID from the Look Up Comment ID dropdown.

Lock Up Comment [D

SetlD SHARE
Standard Comment Type REQ

Standard Comment ID[begins with W]
Description|begins with v

Look Up Clear || Cancel |Basic Lookup

Search Results
View 100  First @ tor @ past

C D Descriptis

JUST  ReqComments Justification

22. Click OK.

Standard Comments

“w Search Criteria
Comment Tyse REQ |4
C 1D JusT Q,

Description |

. __________________________________________________________________________________________________________________________________________________________________|]
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Note: The available comment options will be displayed in the Standard Comments section.

Favorites + | MainMenu + > Employee Self-Service » > Procurement = > Requisition

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

Standard Comments
» Search Criteria
Comment Type |REQ Q | Search
Comment ID[JUST Q Reset
Description
v Standard Comments Find First ‘&' 10of1 ‘&' Last
Select Comment Type REQ CommentID JUST

Description Reg Comments Jusiification
O Department Contact: Full name, full phone number and email address
Wendor 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
®) Override Comments

OK | Cancel

23. Click the box next to the appropriate standard comment option to make your selection.
24. Click OK.

Favorites - | MainMenu - > Employee Self-Service - > Procurement~ > Reguisition

TFORMATION mmt0110 on FSTSTU (easapp12) - 02/06/2016 15:27:16

Standard Comments

Search Criteria
Search

Reset

Comment Type REQ Q
Comment ID |JUST Q

Description

w Standard Comments Find First &/ 1of1 &' Last

Select Comment Type REQ Comment ID JUST
Description Req Comments Justification
@ Department Contact: Full name, full phone number and email address ]
Wendor 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

Al ~ | Search # | Agvanced Search
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25. Recall the CAP-IT guidelines when providing detailed information in the Standard
Comments box, which is now populated with helpful comment prompts.
Note: The items listed in the table below require additional information be provided in the
Requisition Comments and Attachments section of the requisition. See Procurement Guide
for additional instructions.

Advertisements

Animals

Blanket Purchase Orders

Branding/Logo ltems

Contributions

Controlled Items

Controlled Substances

Direct Publications

Flowers, Floral Arrangements &
Plants

Food and Beverage

Foreign Nationals

Gifts, Gratuities and
Honorariums

Hazardous Materials

Hosted Events

License Fees

Memberships

Moving Expense/Relocation

Notary Fees

Prepayments

Promotional Items

Radioactive Materials

Registration Fees

Sponsorship, Community
Service & Community Support

Subscription of Print Materials

Telecommunication Equipment | Temporary Personnel Tips
Training and Development Vehicles Visa Fees
26. Click OK.
Favorites v Main Menu « > Employee Seif-Service v > Procurement » > Requisition
.E|S iformaTion - mmt0110 on FSTSTU (easapp12) - 02/06/2016 16:27:16 Al ~ | Search % Advanced Search

Header Comments

Business Unit SY769 Requisition Date 02/06/2016

Status Open
Comments Find First ‘& 10of1 & Last

Use Standard Comments Entered On: FHE=
P ST OT OIS T TEaSE ST e SUarEss aU0ve WiTeT TS UrueT Sps A
1| Attachments: Refer to any attachments such as contracts or guotes ~
Purpose: This purchase will allow Professor Davis to conduct cutting edge research which could result in grants and national v
recognition for the UNT System.
[ send to Supplier
Add Attachments

[ show at Receipt [ show at Voucher

Attachments
Aftached File User/Date Time View Send to Supplier

1 O =

OK Cancel

. __________________________________________________________________________________________________________________________________________________________________|]
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27. Scroll to the Approval Justification section at the bottom of the screen.
Note: A business justification is necessary for every purchase, and should answer these
guestions as it pertains to the department and the purchase. The comment entered in this
section should explain
e Why this purchase is being made?
e What is the purpose of the purchase?
o Who in the department is this purchase for?
28. Enter Approval Justification comments that meet the defined criteria, and any other
information that may be needed by the requisition approver.

Requisition Comments and Attachments
Enter requisition comments

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 Davis to conduct cutting edge research which could result in grants and national recognition for the UNT System. W
['send to Supplier [ show at Receipt ] shown at Voucher

Edit more Comments and Attachments

Approval Justification

Enter approval justification for this reguisition

Budget Checking Stat
T Check Budget T pre-Check Budget ueget hecking Status

Submit B save Before Submit ar Add More ltems 63 Praview Approvals

Page 33 of 46



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

{{Checkout - Review and Submit )
Revie e RS rormation and Subme ine req lor Sooroval -
My Profarances L Requsfion SeTngt
Requisttion Summary
Business Unin ST750 Unty. of Neetn Texas System Requisifion Name GoMputer 1of Bicfessor Davs !
Capy B Ventor
Requesier EUZ200 Businoss Bonaces-Gen Hequistion 10 0000000743 —_—
wcursncy SO Prvariy Mg~ = L
Cuson Fieids L e
Cant Summary; Tatal Amount 1,150.00 USD & hcouon e
pee) Fist 4 12el? » Last
Requisition Lines 7
Lina Descripton nem 5 Sudpint Gty o Pricn Total  Dessty Comments i Tab Deete
(11 g Do Deskiop Compter Sumaras Industies e 10000 Each 100000000 100000 - Pem & 0
Stupping Line 1 ~snipTo [BSCA 400 i A Snicea Comments raantity 1.0000 =
Address  UNT Systei Busress Setvcy A Ong Timé Address Price  5000.0000 Prce Adusiment
SN 10, VO ESEUNTESIRM. BOU Fugaing Ingquiry
1142 Diatas O, Ste. 4000 Pooging Workpench
Derlor, TX 78205 s P
. B
Due Date  DZA5E016 ol
b Accounting Lines
¥ [J2 g Denkeynadnd S Incusties inc L0000 Each 150 0000 150.00 m Oy @ a
Shipping Lise  § *shipTo  [EECA 400 =1 Add Shipt Comments Guantity 10000 =)
Address  UNT Bystom Busindss Stavice Akcs Cingr Timss Asicrass. Price 150.0000 Price Agpstmant
Send lo. imcices@uritsystem sdu Proging Inausry
1112 Dl O, Sle. 4000 Paggen) Wonbanch
Custon Fitlds
() Seiect Al Gossiect Al 3 i Bl s [ Detetn Selecten TBtass Change
Total Amouni 1,150.00 USD
¥ e tor s Lines
$hip To Location BSCA 400
Address UNT Systim Busiress Bervce Canter
Send b, invektesGuritsyshem edu
V172 Dt O, S, 4000
Donton 15 208
Atiention To miness Senaces-Gien.
Comments
Enfer requestion comments.
[ ool Contact Sarah Jones | Contaci Phone. BA0-555-5555 | Corkac| Ermall sarajormsigiort e ~l
the adoress. shigs
| Attachimenis Refer ko any sichiments such s contrachs or guoles bt
[ send 10 suppier [ shorw at Recait [ snown at Vouches e S
Appreval Jussficasion
EnISr ap0ntval jussficaton for the rauission
[ Trés Died cesion cemeter and keyboard ars bung purehased for Or. Dirvis of tha Biclogy deoarimert. This he LNT Systee by edge o
TRSRAICH to1ne LINT System, RS 0 oA
[ D, - T ——— Budget Chuckng Status| 2
& L | B ai B Ao Morw bems & Preview Avprovats
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30. Click the Telephone icon 5 beside the Comment icon to complete the Bid Tab, if applicable.

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

Favorites | Main Menu ~ > Employee Seli-Service ~ > Procurement -~ > Manage Requisitions > Requisition
ENTERPRISE
PESRASEL  mmt0110 on FSTSTU (easapp12) - 02/07/2016 14:36:29 PRI cooic > DR
Checkout - Review and Submit
Review the item information and submit the req for approval. s
7" My Preferences Requisition Settings
Requisition Summary
Business Unit | SY769 Univ. of North Texas System Requisition Name |[Computer for Professor Davis
i [ Ve
Requester [E02200 Bsiness ServicesGai Requisition ID 00DDOD0143 .CU?Y_ B'd" ‘endors|
= | Delete Bid Vend:
=Currency USD PRoety| Refresn
Custom Figlds
Cart Summary: Total Amount 1,150.00 USD ar Add More ltems
Expand lines to review shipping and accounting details First (4 1t020f2 ») Last
Requisition Lines (7
Line Description ltem ID Supplier Quantity ucmMm Price Total Details Comments Bid Tab Delete
(171 g& Dell Deskiop Computer Summus Industries Inc 10000 Each 1,000.00000 100000 R @ Eun i}
Shipping Line 1 “shipTo  [BSCA 400 Q Add Shipto Comments Quantity 1.0000 FE=
Address gNT{Syslam Business Service Add One Time Address Price 1000.0000 Price Adjustment
enter
Send to: invoices@untsystem.edu Pegging Inquiry
1112 Dallas Dr., Ste. 4000 Pagaing Workbench
Denton, TX 76205 Custom Fields
Attention To  [Business Services-Gen
Due Date  [02/15/2016 el
Accounting Lines
(¥ o Dell Keyboard Summus Industries Inc 1.0000 Each 150.0000 150.00 By (] Aadd = M
Shipping Line 1 *shipTo [BSCA 400 Q Add Shipto Comments Quantity 1.0000 ==
Address  UNT System Business Service Add One Time Address Price 150.0000 Price Adjustment
Center
Send to: invoices@untsystem edu Pegging Inquiry
1112 Dallas Dr., Ste. 4000 Pegging Workbench
Denton, TX 76205 Custom Fields
Aftention To  [Business Services-Gen
Due Date  [02/15/2016 El
Accounting Lines
. . .
.
Note: If you are using a Suggested Supplier skip to step 33.
. er - . .
31. Click on the magnifying glass next to the Supplier ID field.
Favorites ~ | Main Menu - > Employee Self-Service = > = st =
ENTERPRISE
mmon mmt0110 on FSTSTU (easapp12) - 02/07/2016 14:36:29 Al - | searcn > [TRHvEReha oo
Unit: SY7 isition ID: 0000000143 Line Number: 1

Find | View All First ‘&' 1of1 ‘& Last
Bidder #: i +][=
idder 1 [ pia Awardea S — ESIE
S @ Addr Seq Num: Supplier Type
ID:
Name 1:
Address Line 1:
Address Line 2: Cntry:
City: State: Postal:
ProneType: ] Line Number: 1
Int'l Prefix: Ext:
Contact Name: “Phone:
Amount: [INo Charge [ No Bid
oK || cancel Apply

. __________________________________________________________________________________________________________________________________________________________________|]
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33. Click the link labeled New Vendor?.

34. Enter information for the new vendor in the fields that follow, including Name 1, Address,
Phone Type, Contact Name, Phone, and Amount.

35. Click OK.

36. Skip to step 41.

Business Unit: SY78Requisition ID: 0000000143 Line Number: 1

Find | View All  First (4’ 1of1 &' Last

Bidder# [ Bid Awarded =
l!;l-pplier l:lq Addr Seq Num: Supplier Type

Name 1: | |
Address Line 1:| |
Address Line 2:| |Cntry:| |
City:] | state: | | Postal: | |

PhoneType V| Line Number: 1
i promc || S

Contact Name:|  Phone: | |

Amount: | | [ONo Charge I Ne Bid

"ok |[ cancel |[ Acoy |

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

g =
|G |||

Search Results
-Onky the first 300 resufts can be displayed.

]

View 100 Fust & ssmerson 4 Last
Open Adcirean
Supplier 10 Mama 1 For ’m" Drtouh!  oquenca Rostal Code
. ! N rrpene— E [LOTMIN s
DO0D0000N1 LINT Payroll ¥ ‘(ptank) 999 1 76203-0000
DOODODOOOT ATHLETIC DEPT WKING FUND i\ blank) 999 1 TE203-DO00
DOOH0D0M04 Delta Sigma Thata Sceory. Inc Y, (pank) 000 1 76203
BO00DOOONS Zota Phi Bota ¥ (plank) O69 1 78208
DOODDD000S Model ¥ (vlank) 999 1 76203
DOODDOOOTT Taglamants, Sas A ¥ (panky 000 1 MAB T2
DOO0DODOZ4 Bets Alpna Pu-UNT Chagter Y ptank) 000 1 THAON 8218
NABA . LINT Stugen ¥ (paank) @28 2 TEI0IE21G
DOOOOOOON e ¥ (otank) 001 1 Ta1az
DOODDDO040 Test Vendor 1 N (oank) 001 1 76201
DBOOODOO0A 1 Learming Inc. ¥ (Blank) T 1 TI7TY
DOODD0004S LINT 17 (blank} 000 1 76205
DOOO0OOOE LINT NTP52 ¥ (pank) 000 1 76208
DO0DDODD4G UNT DL7T3 v (olank) 000 1 75241
DO0DO0O0AT UNT HEE3 ¥ iblanky 000 1 107
DO0DDD004S Sun Elecironic Systems Inc ¥ (olank] 000 1 32780
D0O0D00DS2 Bryon, Micha J I (Diank) 000 1 s3112
GOOOOODOSE Alpha Lol Py 14 ek} 000 2 TO6ZY
DOOD0ODOGE Pl SICMA P1 ¥ (btans) 000 1 TER0E
DOOOOODOGT Zata Tau Alpha ¥ (k) 098 1 TeT01
OOODDDD0GS FHI KAPPA SIGMA Y (Dlank) 000 2 76201
DOODDODORT Alpha Phi Soronty ¥ (Blank) 909 1 76303
2 Edan Travel ¥ (Diank) 000 1 N4 182
000000123 SIGMA LAMBOA BETA ¥ ibank} 999 1 201
48 For Leadership Allance Y ipank) 000 5 76201
D000 124 UNT Fanheiens i (bank) 099 1 TE20%
DOOODOOI00 Wastin Fargo &% iplarky 0OF 1 Tez01
PEP LOGY i ((blank) 000 1 BKI1OLR
DOODOOOZI0 Lintversity of Mamgns. ¥ eank) 000 1 ausz
Alpha Pri ¥ (Dank) D00 3 76203
£OODOOOZ4S World Tchons N iblank) 098 2 7E201
UNT Graduate ¥ (pank) 999 1 TEZO3-501T

o
)
«Q
o)
w
o
o)
o.
'S
o



39. Select the appropriate Supplier ID from Search Results — confirming it lists the correct Postal Code.
Note: If the appropriate Name 1 does not appear in the Search Results, click Cancel. Enter

Name and Address on the Bid Tab screen.

Look Up Supplier ID

SHARE

SetlD
Supplier ID[ begins with ||

Name 1[begins with ] Summus

Default Location|begins with v||

Address Sequence Number[=
Postal Code | begins with »||

v |

| LookUp || clear || cancel |Basic Lockup

Search Results
View 100 Fist (4 o1 @) Last
: Address
Open For Supplier Default Postal
Supplier ID Name 1 i - Sequence |
Ordering Type Location N . Code
4

0000006227 Summus Inclsties Ine Y HUE 003

40. Enter Contact Name and Phone.
41. Enter the bid or quote amount received from vendor in the Amount field.

l

Business Unit: SY7eRequisition ID: 0000000143 Line Number:
Find | View Al First (4' 1of1 (b Last
= 3 B +
Bidder# (Dsid Awarded New Vendor? @@=
Supplier (0000006227 | Addr Seq Num: i Supplier Type
1D:
Name 1: | ies Inc |
Address Line 1: |77 Sugar Creek Center Blvd Ste 420
Address Line 2:| | Ctry:[USA |
City:[Sugar Land | state: TX | Postal: |
Phone Type:[Business  v| Line Number: 1
Int'l Prefix:| | Ext| |
Contact Name: [Lee Phone: [999-092-0999 ]
Amount: | 1125.00) [No Charge I no Bid
OK || cacel || Appy |
________________________________________________________________________________________________________________________________________________|
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42. Click on + to add a new bid, if necessary.
43. Repeat steps 31 - 42 for each bid.

44. Click the box next to Bid Awarded as applicable.

Note: Supplier Type automatically populates if identified as a HUB supplier.

45. Click OK.

Requisition Summary

Requisition Lines (7

Line

Favorites + ‘ Main Menu ~

Description

Shipping Line 1

Shipping Line 1

> Employee Self-Service » > P

~ > Manage Requisitic b

Checkout - Review and Submit

Review the item information and submit the req for approval.

Business Unit |SY763
Requester EG2200

*Currency |USD

Cart Summary: Total Amount 1,150.00 USD
Expand lines to review shipping and accounting details

Item ID

1 g# Dell Desktop Computer

*Ship To
Address

Attention To
Due Date

Accounting Lines

[12 g Dell Keyboard

*Ship To
Address

Attention To
Due Date

Accounting Lines

wrormation  mmt0110 on FSTSTU (easapp12) - 02/07/2016 15:40:29

Univ. of North Texas System

Business Services-Gen

Supplier

Summus Industries Inc

BSCA 400 Q,

UNT System Business Service
Center
‘Send to: invoices@unisystem edu

1112 Dallas Dr., Ste. 4000
Denton, TX 76205

Business Services-Gen
02115/2016

Summus Industries Inc

BSCA 400 Q

UNT System Business Service
Center
‘Send to: invoices@unisysiem edu

1112 Dallas Dr., Ste. 4000
Denton, TX 76205

Business Services-Gen
0211512016 [+

Al ~ | Search

y.

My Preferences

# | Advanced Search

Requisition Settings

Requisition Name |Computer for Professor Davis

Requisition ID 0000000143
prionty

Custom Fields

aF Add More ltems

Quantity UoMm Price
10000 Each 1,000.00000
Add Shipto Comments Quantity 1.0000
Add One Time Address Price 1000.0000
1.0000; Each 150.0000
Add Shipto Comments Quantity 1.0000
Add One Time Address Price 150.0000

Copy Bid Vendors
Delete Bid Vendi
Refresh
First (4 1to20f2 b Last

Total  Details Comments  Bid Tab Delete

100000 R Peaw & 0O
FH=

Price Adjustment

Pegging Inquiry

Pegging Workbench

Custom Fields

150.00 Qg & M@
B

Price Adjustment
Pegging Inquiry
Pegging Workbench
Custom Fields
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46. Click on the triangle icon
47. Review expense detail for accuracy in Chartfields 1 and Chartfields 2 in the Accounting

next to Accounting Lines.

Lines section by clicking on the appropriate tab.

48. Make changes as needed to ensure accuracy of expenditure codes.
Note: Do not change Account or Alt Acct here. These fields are controlled by the Category

code. Make those changes at the level step. Also, once the requisition is approved you will
no longer be able to make changes to the Accounting Lines.

Favorites | MainMenu ~ > Employee Self-Service~ > Procurement~ > Requisition
ENTERPRISE
PTSEAASEN  mmt0110 on FSTSTU (easappi2) - 02/08/2016 07:34:16 Al ~ | Search » | Avanced Search
Checkout - Review and Submit
Review the item information and submit the req for approval. -
“" My Preferences Requisition Settings
Requisition Summary
Business Unit |SY762 Univ. of North Texas System Requisition Name |Computer for Professor Davis
Requester [E32200 Business Services Gen Requisition ID 0000000143 Cony Bid Vendors|
” Delete Bid Vend
“Currency |USD Priority m Refresh
Custom Fields
Cart Summary: Total Amount 1,150.00 USD ar Add More ltems
Expand lines to review shipping and accounting details First (4 1to20f2 » Last
Requisition Lines (z
Line Description Item ID Supplier Quantity uom Price Total Details Comments Bid Tab Delete
[11 g# Dell Desktop Computer Summus Industries Inc 10000 Each 1,000.00000 100000 [ @ Ear i
Shipping Line 1 +ShipTo |BSCA 400 Q Add Shipto Comments Quantity 1.000D) [+ [=]
Address gNT( System Business Service Add One Time Address Price  1000.0000 Price Adjustment
enter
Send to: IHVO\CES@UHE‘,‘SIEM edu Pegging Inquiry
1112 Dallas Dr., Ste. 4000 Pegaing Workbench
Denton, TX 76205 Custom Fields
Attention To  |Business Services-Gen
Due Date  [02/15/2016 [5)
Accounting Lines
*Distribute By | Amt
Personalize | Find | View All | 2 | = First ‘& 10f1 ‘& Last
Chartfields1 || Chartfields2 || Details || Details 2 || Assetinformation || Asset Information2 || Budget Information
Line Status Dist Type *Location Percent Merchandise Amt |GL Unit Entry Event
1 Open BSCP 400 Q 100.0000 1,000.00(sY769 Q Q [+ j\
Q| il ] Q. |
[12 g Dell Keyboard Summus Industries Inc 10000] Each 150.0000 150.00 By Oag & @
shipping Line 1 *shipTo |BSCA 400 Q Add Shipto Comments Quantity 1.0000 FHE=
Address (L:IN'I" System Business Service Add One Time Address Price 150.0000 Price Adjustment
enter
Send to: invoices@untsystem edu Pegaing Inquiry
1112 Dallas Dr., Ste. 4000 Pegging Workbench
Denton, TX 76205 Custom Fields
Attention To  |Business Services-Gen
Due Date  [02/15/2016 =
Accounting Lines
Accounting Lines Personalize | Find | WView All | @l E First ‘& 10f1 ‘&) Last
Chartfields1 Chartfields2 Details Details 2 || Asset Information Asset Information 2 Budaget Information
Line Status Dist Type *Location Percent Merchandise Amt |GL Unit Entry Event
1 Open BSCP 400 Q, 100.0000 1,000.00|(SY769 &} Q, +l|[=
Accounting Lines Personalize | Find [View Al 0 ER  First (0 1011 @ Last
Chartfields 1 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
53101 Q |7334 | [922000 |@ [105]@ 195001 |@ |550 & | Q| & | Q| & | Q| Q| Q| Q )=

. __________________________________________________________________________________________________________________________________________________________________|]
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49. Follow steps 50-52 to split the expense between multiple funding sources. If you do not
need to do this, skip to step 1 in the section Reviewing Budget and Approvals and
Submitting the Requisition.
50. Click on the blue plus sign + at the end of Chartfields 1.
Accounting Lines Personalize | Find |Viewal | 3| B Fist @ 1011 @ Last
Chartfields1 Chartfields2 Details Details 2 || Asset Information Asset Information 2 Budaget Information
Line Status Dist Type *Location Percent Merchandise Amt |GL Unit Entry Event
1 Open BSCP 400 Q, 100.0000 1,000.00/[SY769 Q Q ED:H
— - L — I
51. Distribute funding based on the quantity or percentage of the line amount.
Accounting Lines Personalize | Find | View All | | E First ‘4 120f2 ‘&' Last
Chartfields1 || Charifields2 || Details || Details2 | AssetInformation || AssetInformation 2 || Budget Information
Line Status Dist Type *Location Eercen‘l ) Merchandise Amt |GL Unit Entry Event
|1 (Open BSCF 400 Q 100.0000 1,000.00/[8Y789 Q Q [+|[=]
|2 Open BSCP 400 Q. ] 0.00SY769 R Q [#|[=]
T
52. Click on the Chartfields 2 tab.
Accounting Lines Personalize | Find | View All | | & First ‘&' 1-20f2 ‘&' Last
Chartfields1 ||CChartfields Details Details 2 Asset Information Asset Information 2 Budget Information
Line Status Dist Type *Location Percent Merchandise Amt |GL Unit Entry Event
1 Open BSCP 400 a 50.0000 500.00|[SY769 a a, =)=
2 Open BSCP 400 (¥ 50.0000] || 500.00|[SY768 a a =]
53. Make changes to the newly created distribution lines, as needed.
Accounting Lines Personalize | Find | View All | 2| 1] First (4 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 @ (7372 ] (922000 |@ [105 )@, (195001 @ |550 Q Q Q Q Q a @ Q Q [ |[=]
53104 |@ [737a|cy [e22000 |@ [105]Q [195001 Q@ 550 la | Q| la 1 Q| Q) Q| Q Q H]|[=]
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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 Dell deskiop computer and keyboard are being purchased for Dr. Davis of the Biology depariment. 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.

T check Sudget Budget Checking Status:Not Checked

Submit 8 save Before Submit g° Add More liems 83 Freview 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 Dell deskiop 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.

B bro.Check Budget Budget Checking Status:Provisionally Valid

Submit B  save Before Submit EDJ Add More ltems [a0s] Preview Approvals

3. Click Preview Approvals.

Approval Justification

Enter approval justification for this requisition

This Dell deskiop 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.

Budget Checking Status:Valid
™2 Check Budgel T Fre-Check Budget udgel Lheckng slatus.Yal

ol
Submit &) save Before Suomit LH Add More ltems 63 aview Approval

. __________________________________________________________________________________________________________________________________________________________________|]
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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.

Click the green plus symbol [#] to add anApprover.

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
ENTERPRISE 5 =
ey mmt0110 on FSTSTU (easapp12) - 02/08/2016 11:46:40 [ AU~ | searcn [ > | Advanced Search

Preview Approvals

Requested For Business Services-Gen Number of Lines 2
Total Amount  1,150.00 USD
Requisition Name Computer for Professor Davis

Requisition ID 0000000143

Business Unit SY769

Approval Justification

Status Open i B
This Dell desktop computer and keyboard are being
Priority Medium 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,

Budget Status valid
and possible grants to fund more research

Purchasing Approval

~ Computer for Professor Davis:Initiated #521 Ne

UNTS Buyer Approval
Not Routed )
E|" @ Multiple Approvers E

Purthasing Approval

UNTS DeptID - ePro

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

UNTS Department Approval
Not Routed

@) Asher,Donna Brooks
g Manager Fiduciary Appron

¥ Line 2:Initiated
Dell Keyboard
UNTS Department Approval
Not Routed
Asher,Donna Brooks
B B \anager Fiduciary Approval |

[#]start New Path

| Return | Apply Approval Changes

Insert additional approver or reviewer

Choose an approver or reviewer to insert

UseriD: |

Insert as:
Requeste ' ® Approver Number of Lines 2
O Reviewer
Total Amount 1,150.00 USD
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7. Enter a full or partial name (Last Name, First Name) into the Name field.

8. Click Search.

verIRe\r

| [userip: |begins with V| |

|(S:eah:h)” Clear | | Cancel |

en‘Re'viewe'r Search

Name: [begins with »| [Saxon, Randall

User ID: [begins with ™| |

| Search | | clear || cancel |

Search Results

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

| Choose an approver or reviewer to insert

User ID: c:, Saxon,Randall J
Insert as: @ Apprtwer
O Reviewer

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

Main Manu - 3 > -

Favontas = |

m mmto110 on FSTSTU {easappi2) - 02/08/2016 14:43:37 Al | search [ > |Avaneas Saseen

Pravisw Approvals

Requested For

Requisition Name

Requisition ID

Husiness Lnit

Status

Business Services-Oen

Computer for Professor Davis

0000000143

aYTED

Opan

Number of Lines 2

Total Amount 1,150 00 USE

Approval Justification

This Dell desktop computer and keyboard are boeing
pulchased for Dr, Davis of the Briogy deparment
This will Benafit ine depariment and e UNT Systam
By Allcwing hae 1o Complate culting adgs rasearch that
Could BNng Aatanal recoanition Io The UNT System
and possible grants to fund more research

Briorty  Medium

Budget Status vasd

Purchasing Approval

~ C for Prof Davis:

d [F]start New Fath
UNTS Buyer Approval
Not Routed

Multiple Approvers
E ’ & Purchasing Approval E

UNTS Dept ID - ePro
~  Line 1:initiated
el Deskiog Comauter
UNT & Degrartsrwnt Approval
u: Not Routed
[#-» - F‘a.{emcgﬂaﬁual.f

[E)start New Patn

Not Routed z
Asher, Donna Brooks :

~ Line Z:initiated
Dll Maybaara
UNTS Diepantment Approval
Mot Routed

[#]start Mew Fain

B @ e, e
Return Apply Approval Changes
13. Click Return.
Fovorités = | ManMenu = > ulFServie = o F =7
PN mmt0110 on FSTSTU (easappi2) - 0210812016 14:43:37 AN | o [ acancal S

Preview Approvals

Reguested For  Business Services-Gen Numbes of Lines

Totsl Amount  1,150.00 USD

Requisition Mame Compater for Professes Davis
Regquisition I G000000143

Business Unit SYTE0

Approval Justification

Trs Ded daskion COMPUBAT and KayEaard ans ber
purchased for Dr. Davis of the Biclogy depariment

Status Open
Priarity Mol

Rudpet Status vaig

Purchasing Approval
*  Computer for Professor Davis:Initiated [F]5an naw Pan
LINTS Furyer Approvsl
Hot Routed
B @ et | ]
UNTS Dept ID - ePro
- tine Ibiuted [ tart N Pt
Dl Dk Compuer
UNT S Depariment Approval
Not Routed = Not Houted
) Savon fandall 2 ; “Ashs Donna Biooks z
B ] Inaeied Approver - = Marayes Fidhssisry Apneuval =
Line 2:Initiated Pl tart Mnw Poty
s ] Start Nirw Pt
UNT 5 Department Approval
Mot Routed
B & s e ®

Fgtuen Ao

Page 44 of 46



14. Click Submit.

Edit Requisition - Review and Submit
Review the #em informaton and submd the req for approval.

Business Unit  SYTES Univ. of Nofin Texas System

Requester | ESE700 Business Senaces-Gen

“Currency USD

Requisition Name COMpUter for Professor Davis
Requisition I DDOGO0D 143
Priority [Megum  w

Camstom Frdis

=

Requisition Lines 7.

Line Description Ttem 10 Suppiier Quantity UOM Total Dl Comments  Big Tab Delete
> [11 g Dol Deshklop Computir Summus industries inc 10000 Each I 1000 00 23 Dem m O
Shipping Line 1 “Ship To  [BSCA 400 Q Aad Shapta Comments Quanlity 1.0000] L=l
Address uc:n;ysm Business Servce Add One Time ASOress Price 1000 0000 Price Adjustmont
l
Send to; invorcesfuntsystenedy Pegaing Inguiry
1112 Dallas Or., Ste. 4000 Fegping Workbench
Denton, TX 75205 Custom Freids.
To [C = GCen
Duses Pt ]
b Accounting Lines
T [02 go Dell Keyooara . toooo)  Each 150.0000 150.00 B Lo P I i |
Shipping Line 1 “$hip To Agd Shipts Comments Quantity 1.0000, ==
Address g:‘Témn Business Service A v Tirno Adchiesss: Prico 1600000 Price Adjustment
Send to: Involcesi@untsystem.edu Pogging Inguiry
1112 Dialtas Dr | Sle. 4000 Pegging Warkbench
Duontan, TX 76205 & Flekts
Anention To
Due Date
¥ Accounting Lines
|| Select Al | Deselect Al Salect ines to: | A to Favomes 58 Asa to Tempiatels) 1 Delete Selectea fByMass Crange
Total Amount 1,150 00 USD
Pre-Encumbrance Balance Not Availabie
Shipging Summary
#_ ean tor Al Lines
Ship Ta Location BSCA 400
Address UNT System Business Service Center
Send bo! invoices@nmbsystem, edu
1112 Daltas Or | St 4000
Denton, T 5205
Attention Ta Bisinist Sonvicis-Gor
Commenis

and

Entet roxguisition commbnts

Dept Contact Saranh Jones | Contact Phone: $40-555-5555 | Contact Email sarahjonesgunt edu
Spectal Instruchons: Please email the address above when the order ships.
Aftachmenis: Rufor bo sy attachmets such s contricts of quotes

L sena 1o supplier Ll show at Receipt L1 shown at veucher
Approval Justiication
Enter approval justification for tnis requisition

Edit more Comments and Attachments

This Dell computer and keyboard are bemng purchased for Ur. Davs of the Hwology
research that could bring national recagniton to the UNT System, and possible grants to fund more

depanment. This will benett the department and the UNT System by allowing her 10 compiete cuting edge
rEsearch.

B pro-Check Budget Budgat Chacking Status Walid

" B save Before Submit

2 Chwck Budget

& Suomit B Acdwmere hems

6 Prevew Approvals
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Note: The Confirmation screen will open.

Favorites ~ | MainMenu ~ > Employee Self-Service ~ > Procurement~ > Requisition
Fm"“""ﬂ%u mmt0110 on FSTSTU (easapp12) - 02/08/2016 14:43:37 Al - | searcn | Advanced Search

Confirmation

‘Your requisition has been submitted.

Requested For Business Services-Gen Number of Lines 2
Requisition Name Computer for Professor Davis Total Amount  1,150.00 USD
Requisition ID 0000000143 Pre-Encumbrance Balance
Business Unit SY769 Mot Avaiable
Status Pending Approval Justification
This Dell desktop computer and keyboard are being
Priority Medium purchased for Dr. Davis of the Biology department.

This will benefit the department and the UNT System

Budget Status Valid by allowing her to complete cutting edge research that

could bring national recognition to the UNT System,
and possible grants to fund more research

=] [

g [i=!
View printable version Edit This Requisition ﬂa Check Budget “ Pre-Check Budget

Purchasing Approval

Computer for Professor Davis:Pending [#351 V&

UNTS Buyer Approval

Pending

Multiple Approvers
C} Purchasing Approval R

UNTS Dept ID - ePro

Line 1:Initiated
Dell Desktop Computer
UNTS Department Approval

Not Routed = Not Routed

= Saxon,Randall J = Asher,Donna Brooks
li“’ Inserted Approver E" Manager Fiduciary Approval E

[¥]Start New Path

Line 2:Initiated
Dell Keyboard
UNTS Department Approval
Not Routed
El_’ Asher,Donna Brooks _E

Manager Fiduciary Approval

[#]Start New Path

Apply Approval Changes

E create New Requisition 2 Manage Requisitions

Note: The Manage Requisitions feature in EIS will allow you to
e track the requisition process using the Request Lifespan,
e edit the requisition,
e cancel the requisition,
e re-open the requisition,
e complete Desktop Receiving, and
e complete a change request.
For instructions on using the Manage Requisitions feature in EIS click here.
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