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Requisition for Services
or Blanket Orders
A Requestor's Quick Guide

Shopping is Easy in ePro!
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Disclaimer:

Blanket Orders are NOT to be used for assets or
controlled items. All assets and controlled items
MUST be ordered via Catalog or Non-Catalog
requisitions.
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Creating a Service Request / Blanket Order

From the Shopping Home Page, navigate to the Forms section under the
Showcases menu. Click ‘Service Request / Blanket Order’ to begin.

B vrsvsen | W | e | oo Q Got Feedback? All > Search (Alt+Q) Q ooouso w o @ Dy

»

o JAGGAER revised its Service Privacy Policy effective May 25, 2018. By closing this banner, you acknowledge that when you use our Solution, we process your personal information as described in our Service Privacy Policy.

Shop + UNTS Shopping Home Page a o+
ﬁ Approver's Dashboard UNTS Shopping Home Page
An
—
4 Simple Advanced Goto: Favorites | Forms | Non-Catalog tem | Service ltem | Quick Order Browse: Suppliers | Categories | Contracts
% Search for products, suppliers, forms, part number, etc. n
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E-PRO0

»

Creating a Service Request / Blanket Order

(S UNTSYSTEM | WUNT | 1o | UNT Datias

- e

Shop » Shopping » View Forms

€ JAGGAER revised its Service Privacy Policy effective May 25, 2018. By closing this banner, you acknowledge that when you use our Solution, we process your personal information as described in our Service Privacy Policy.

¢ Back to Shopping Home

Service Request / Blanket ... Instructions Request Actions w | History

Form Number 895876

Purpose Procurement Request Service Request / Blanket Order

Status Incomplete

. Please use the form to request for Services or Blanket Order.
Instructions

Detalls -Note: Form Narm... v Blankets are good for one fiscal year only and cannot be used for assets or controlled items. Bid thresholds still apply to
Suppliers A blankets.

i A Note: Blankets are not to be used for assets or controlled items.

Review and Submit \

Blankets are to be used for goods that will be ordered on a repetitive basis and with the expected total amount to be spent.

Al =

The
Instructions
page is
displayed. Take
a moment to
familiarize
yourself and
click ‘Next’ to
proceed.
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Creating a Service Request / Blanket Order

UNTS\'.\“[}ZM WUNT | oo™ | UNT Dattas

»

Shop » Shopping » View Forms

€ JAGGAER revised its Service Privacy Policy effective May 25, 2018. By closing this banner, you acknowledge that when you use our Solution, we process your personal information as described in our Service Privacy Po

The Details page is
displayed. The Form

r « Back to Shopping Home
(U

Service Request / Blanket ... petails - Note: Form Name is what the vendor sees on the PO line description, please describe what this line is for.

9 Form Number 895876 Request Actions w | History | 2 Na me Wi" be the name
Purpose Procurement Request .

ﬁ Status Incomplete Form Name * Line Name Goes Here h Of .the correspond | ng
Instructions Purpose Procurement Request Ilne on the PO' So

% Details - Note: Form Nam... v Template Title Service Request / Blanket Order u pd ate it acco rd i ngIY.

. Suppliers A orm Tyne ervicesForm i

& Fom e seneest Click ‘Next’.
Form Fields A

Currency UsSD w
-Illl- Review and Submit

* Required ¢ Previous Mext »
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Creating a Service Request / Blanket Order

=/ unTsysTEM WUNT | hec™ | UNT Dalias

»

Shop » Shopping » View Forms

€) JAGGAER revised its Service Privacy Policy effective May 25, 2018. By closing this banner, you acknowledge that when you use our Solution, we process your personal information as described in our Service Privacy Po

r ¢ Back to Shopping Home
0

Enter the

Line Name Goes Here Suppners Request Actions w | Histary | ? .
4 Form Mumber 895876 Suppller S
Purpose Procurement Request Supplier Please select a fulfillment center below.
e Status Incomplete name or I D
Manually Add Suppliers
Instructions ] e number an
H { ’
% Details - Note: Form Nam... v Search Registered Suppliers CI |Ck Sea rCh .
. Suppliers A Supplier [ Supplier Name or 1D # Herd
5
Form Fields A Zip Code within | 5 Miles v

-|-|1L Review and Submit Clear
¢ Previous
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Creating a Service Request / Blanket Order

TSYSTEM | WUNT | 1o | UNT Dauias

»

Shop » Shopping b View Forms

€ JAGGAER revised its Service Privacy Policy effective May 25, 2018. By closing this banner, you acknowledge that when you use our Solution, we process your personal information as described in our Service Privacy Polj

r « Back to Shopping Home
(]

Line Name Goes Here Suppliers Reguest Actions w | History | 2
9 Form Number 895876 F h h I

P P i R 1 Supplier Please select a fulfillment center below.
P oo proomettenes rom the search resulits,
gy . .

etructions Manually Add Suppliers CI Ic k ‘Se I ect’ fo r t h e
aé Details - Note: Form Nam v Search Regil i

; egistered Suppliers 1 i

N ... L intended supplier, then

JIL Form Fields A Zip Code within | 5 Miles ~ CIiCk ‘N ext’. Do not
Review and Submit Clear m H
" select the Fulfillment

L .
B = 5 aaen Fry— Center 1 option if
Supplier Name Doing Business As Fulfillment Centers Action .
. available.
Brame,Donald Charles Smith

000-Dallas: (preferred) Select
500 S Ervay St Unit 202, Dallas, Texas 75201
United States

s Fulfillment Center 1 Select

500 S Ervay St Unit 202, Dallas, Texas 75201
United States

& Casey-Smith,Crista 000-Aubrey: (preferred) Select
1313 Coyote Ridge, Aubrey, Texas 76227 United
States

& Christopher Smith dba Labrador Robotics 000-Richland: (preferred) Select

4942 Smittty Dr, Richland, Washington 99352
United States

« Previous 7
>
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Creating a Service Request / Blanket Order

a' UNTSYSTEM | MUNT | L5 | UNT Dalias

Shop » Shopping » View Forms

The Form Fields page is

€ AGGAER revised its Service Privacy Policy effective May 25, 2018. By closing this banner, you acknowledge that when you use our Solution, we process your personal information as described in our Service Privacy Poli

o ‘ L]
. displayed. Select ‘Service
{ Back to Sh ing H ) {

o e Request’ or ‘Blanket
Line Name Goes Here Form Fields - Service Form / Blanket Order Request Actions v | History | 2 , . ‘ ,
Form Number 895876 Order ) then CIICk Next .
Purpose Procurement Request * Response |s Required
Status Incomplete Q. Field Name Is Searchable
eetens v Instructions Reminder: Blanket
petals-Note: FormNam...— o Please complete this form for Service Request or Blanket Order.

— . . Orders are NOT to be
Note: Blankets are not to be used for assets or controlled items.
Form Fields A used for assets or
) ) v Reguest Type
Review and Submit

Is this a Service Request or Blanket Order? * CO nt rOI Ied items- AI I
: :;arv:(cigejuest assets and Co ntrOIIed
items MUST be ordered

oo (R e via Catalog or Non-
Catalog requisitions.
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Creating a Service Request

o Shopping Home
Line Name Goes Here
Form Mumbsr 895876

Purpose Procurement Request

Status Incomplete

Instruc
Details - Note: Form Nam

-

Form Fields - Service Form / Blanket Order

~ Instructions
Flease complete this form for Service Request or Blanket Order.
Note: Blankets are not to be used for assefs or controlied items.

w Request Type

* Service Description
Flease complete all the required fiekds marked with a star.
-

Sarvice Short Description
et © /

5
=
~ Pricing
Service Total Amourt
Service Cost # usD Quantity
Commaodity Code &
= StartDate ™ QU
=
s
S oo
=
s

+ Response Is Required
@ Fisld Mame I3 Ssarchable

Help Text is
available
anywhere the
question mark
is displayed.

Total 0.00 UsSD

The rest of the Form
Fields page is displayed.
Enter the necessary
information and select
the appropriate
Commodity Code. Click
‘Next’.

For Blanket Orders, see
the next slide.
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Purpar Procurement Request

Stamus Incomplate

Instruct ~ Instructions.

Details - Note: Form Nam ~

Supplier v

Form Fields '

+ Request Type

Review and Submit
hiz 2 Service Reguest or Blankst Order? ™

Service Request
@ Blankst Order

~ Blanket Order Description

Blanket Order Short Description *

Note: Blankets are not to be used for asseis or controlled items.

Please complete this form for Service Request or Blanket Order.

Creating a Blanket Order

=  Hesponse s Kegurea
QL Feld Name Is Searchable

The rest of the Form Fields
page is displayed. Enter the
necessary information, select
the appropriate Commodity
Code, and select ‘l agree’ to
confirm that you will not use
the Blanket Order for assets or
controlled items. Click ‘Next'.

Total 0.00 usD

10
« Previous Nt » —
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Creating a Service Request / Blanket Order

[ unrsystem MUNT | oo™ | UNT DaLLAS

)

»

Shop » Shopping » View Forms

€) JAGGAER revised its Service Privacy Policy effective May 25, 2018. By closing this banner, you acknowledge that when you use our Solution, we process your personal information as described in our Service Privacy Po

— If all pages are complete,
pping Home
Line Name Goes Here Review and Submit Reguest Actions w | History | 7 a nd no more Ilnes a re
: {
 * 8 Form Number 895876 - nQEdEd, click ‘Add and g0
Purpose Procurement Request + Required Fields Complete
o Status Incomplete to Ca rt’.
AL .
Instructions Section Progress
% i o v Details - Note: Form Name is what the vendor sees on the PO line description, please v Required Fields Complete
Detalls - Note: Form Narm... describe what this line is for. If additional Iines are
: Suppliers v . ) )
@‘ | Suppliers +  Required Fields Complete needed’ proceed to the
Form Fields v Form Fields +  Required Fields Complete "
.l.lll. Review and Submit next page- OtherW|Se,

m ¢ Previous Add to Favorites Skip to SIide 18'

11
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Creating a Service Request / Blanket Order

(-'NT.\'\'.\'[EM WUNT | oot

UNT DALLAS All =

Shop » Shopping » View Forms

€) JAGGAER revised its Service Privacy Policy effective May 25, 2018. By closing this banner, you acknowledge that when you use our Solution, we process your personal information as described in our Service Privacy Policy.

¢ Back to Cart

Line Name Goes Here Review and Submit

Reguest Actions + | History | ?

Form Number 895928

Purpose Procurement Request « Required Fields Complete
Status On Document
) Section Progress

Instructions reg

) Details - Note: Form Name is what the vendor sees on the PO line description, please +  Required Fields Complete
Details - Note: Form Nam... 4 . o

describe what this line is for.
Suppliers v Suppliers +  Required Fields Complete
Form Fields v Form Fields +  Required Fields Complete
Review and Submit
¢ Previous Add to Favorites Add and gotoCart

Add and go to Cart
q Save to Cart and Add Another

Add to Cart and Return

Add to new Cart

Add to Draft Cart or Pending PR/PO

Add to PO Revision

To add an additional line,
click the downward arrow,
then click ‘Save to Cart
and Add Another’.

12
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Creating a Service Request / Blanket Order

S unrsvsTem MUNT | oo™ | UNT Dalias
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»

Shop » Shopping » View Forms

€ JAGGAER revised its Service Privacy Policy effective May 25, 2018. By closing this banner, you acknowledge that when you use our Solution, we process your personal information as described in our Service Privacy Poli

r ¢ Back to Manage Forms
(U

Line Name Goes Here Instructions Request Actions » | History | 7
™ e - The Instructions page
Corpose ;’:::1’;:’;“* Request Service Request / Blanket Order pPag
— [ L
4l — Please use the form to request for Services or Blanket Order. dappears again. Click
nstructions
4 ' _ > Blankets are to be used for goods that will be ordered on a repetitive basis and with the expected total amount to be spent. ‘N ext’.
Detalls - Note: Form ham.. Blankets are good for one fiscal year only and cannot be used for assets or controlled items. Bid thresholds still apply to
@‘ Suppliers +  blankets.
Form Fields + Note: Blankets are not to be used for assets or controlled items.
.II]I. Review and Submit
Next »

13
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Shop » Shopping » View Forms

UNT DaLLas

Creating a Service Request / Blanket Order

.o
€) JUAGGAER revised its Service Privacy Policy effective May 25, 2018. By closing this banner, you acknowledge that when you use our Solution, we process your personal information as described in our Service Privacy Po Th e Deta I Is page a p pea rs

{ Back to Manage Ferms

Line Name Goes Here

Form Mumber 896125

Purpose Procurement Request
Status Incomplete
Instructions

Details - Note: Form Nam...  +'
Suppliers '
Form Fields v

Review and Submit

again. The Form Name
Details - Note: Form Name is what the vendor sees on the PO line description, please describe what this line is for. W|" be the name Of the
T corresponding line on the
PO, so update it

Form Name *

2nd Line Mame Goes Here h

Purpose Procurement Request . . ‘ ,
accordingly. Click ‘Next’.

Template Title Service Request / Blanket Order

Form Type ServicesForm

) NOTE: This form/line
urency UsSD v

name MUST be distinct
AT . from all other line names

for this order.

* Required

14
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Creating a Service Request / Blanket Order

(.'.\"1‘5\'.\'[}1&1 WUNT | o™ | UNT Dallas
T

Shop » Shopping » View Forms

€) JAGGAER revised its Service Privacy Policy effective May 25, 2018. By closing this banner, you acknowledge that when you use our Solution, we process your personal information as described in our Service Privacy Po

{ Back to Manage Forms

2nd Line Name Goes Here

Form Number 896125

Purpose Procurement Request
Status Incomplete
Instructions

Details - Note: Form Narm... v
Suppliers v
Form Fields

Review and Submit

Suppliers

Supplier Brame,Donald Charles Smith
000-Dallas: 500 S Ervay St Unit 202, Dallas, Texas 75201 United

States

Search Registered Suppliers
Supplier

Zip Code

Within

5 Miles

A

Request Actions w+ | History | 2

The Suppliers page
appears again. You can
not submit requisitions

for multiple suppliers at
once, so click ‘Next’.

Manually Add Suppliers

Clear

¢ Previous

15
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Creating a Service Request / Blanket Order

~ Instructions
Please complete this form for Service Reguest or Blanket Order.
Note: Blankets are not to be used for assets or confrolied items.
~ Request Type

s this a Service Reguest or Blanket Ordes? *

@ Service Reguest
Blanket Order

~ Service Description
Flease complets all the required fiekds marked with 2 star.

Q. Field Name |z Searchable

The Form Fields page appears again. Notice
that all the information input for the first
line appears here as well. None of these
sections are required to be unique, but you
may change them as needed. When all
fields reflect the intended information for
the additional line, click ‘Next’.

NOTE: Different form types can not be
mixed on a single requisition. Do not
attempt to change the second line to a
Blanket Order or Vice Versa.

Total 11100 USD
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Creating a Service Request / Blanket Order

(S UNTSYSTEM | WUNT | [ | UNT Datias

& o

»

Shop » Shopping » View Forms

€) JAGGAER revised its Service Privacy Policy effective May 25, 2018. By closing this banner, you acknowledge that when you use our Solution, we process your personal information as described in our Service Privacy Po

¢ Back to Shopping Home

If all pages are complete,

Line Name Goes Here i i Request Actions w | History | ? H
Review and Submit e and no more lines are
Form Number 895876
A Pumose Procurement Request « Required Fields Complete needed’ CIICk lAdd and go
. Status Incomplete ,
4l ) Section Progress tO Ca rt .
Instructions
% Details - Note: F N v Details - Note: Form Name is what the vendor sees on the PO line description, please +  Required Fields Complete
Slalls ~iote Form Ham. describe what this line is for.
s Kk - v e s complee If additional lines are
Form Fields v Form Fields +  Required Fields Complete needed’ re peat from SI lde

.|lll. Review and Submit

m ¢ Previous IRl e el Add andgoto Cart

12.

17



Creating a Service Request / Blanket Order

POl (5 vvrsvsten | WONT | i | unT Duas Al Search (Alt+Q) moous W © @ Dy

o JAGGAER revised its Service Privacy Policy effective May 25, 2018. By closing this banner, you acknowledge that when you use our Solution, we process your personal information as described in our Service Privacy Policy.

PQl  Shopping Cart - Shopping Cart — The form is now a line item in
2 I S . your active cart. Address any

m pelvenytossten & requres ‘ — ° (;‘C’L’i‘: L:e;;:iiu:r:ceed until addressed N iss u es befo re c I ic ki ng
_L ‘Proceed to Checkout’.

" Prepared for Gwain Snyder Q Details v
ih o o
| o O ) _ NOTE: If you've gotten to this
o Do | s step and additional lines are
BuamaDonakd Chates it 1 em - 1,00 USD B D still needed, click the Home
P L o o Icon and repeat from slide 3.
o | | This is NOT starting over- it
R— T T T will add the resulting 2 line
- N to your active cart.
Q ~ MEMDETALS

18
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Creating a Service Request / Blanket Order

Users with the Shopper role will click Assign Cart to route the form to an individual with the Requestor role. The Requestor will
review and place the order. NOTE: Approvers’ names MUST NOT appear in the ‘Prepared by’ or ‘Prepared for’ fields.

7) unrsvsTEss | WA | o | UNT DMLLAS All » Search (Alt+Q) 500000USD W ™ A 2

0 JAGGAER revised its Service Privacy Policy effective May 25, 2018. By closing this banner, you acknowledge that when you use our Sclution, we process your persenal information as described in our Service Privacy Policy.

& Requisition = 3745847 T e ® 0

Summary Taxes/S&H PO Preview Comments Attachments History
2 P .
o meca S ... shippi =; Y : .
Ty General ¢ Shipping UNTSYSTEM | UNT | 1.5 | UNT Datvas £
=) @ Correct these issues. A
& Cart Name 2023-04-05 dishopper01 01 Ship To B 10 ‘fou are unable to proceed until addressed.
Description no value no address Email to: |nv0|ce§@un15§rs1:§m.edu Required: Shipping address
\?‘ 9 Required UNT System Business Service Center o . )
Business Unit Univ. of North Texas at Dallas (DL773) 1112 Dallas Dr. Ste. 4200 Required: Business_Unit
Denton, TX 76205 Required: Speedchart
.|l|.|. Budget Date no value Delivery Options United States Required: Department
Delivery Locatiol 0147103 Required: Fund
PR Override Budget Date X Fliveryboraton . R .
LIBRARY COOLING TOWER Required: Fund Category
Required: Functi
Priority Normal Requested Delivery Date  no value eauired:Funetion
Required: Internal Note
Prepared by DL Shopper Expedite b4
Total (5,000.00 USD) ~
Prepared for DL Shopper g -
Ship Via Best Carrier-Best Way Shipping, Handling, and Tax charges are calculated and charged by each
supplier. The values shown here are for estimation purposes, budget
Accounting Codes v checking, and workflow approvals.
Subtota 5,000.00
@ values vary by line.
Shipping 0.00
Internal Notes and Attachments s External Notes and Attachments Y AEEEER Handling 0.00
Internal Note no value Note to all Suppliers no value 5,000.00
© Required Attachments for all suppliers
Internal Attachments
PO Clauses 1 View details What's next for my order? A4

13
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Creating a Service Request / Blanket Order

The Requestor logs in to view the Cart. Click the flag icon and the ‘Carts Assigned to Me’ link.

S UNTSYSTEM | WUNT | [ | UNT Dauas Al ~ Search (Alt+Q) Q 0ooUSD W Q| pl
Q JAGGAER revised its Service Privacy Policy effective May 25, 2018. By closing this banner, you acknowledge that when you use our Solution, we process your personal information as described in our Service Privacy Policy. Action Hems
. Approvals
Shop * UNTS Shopping Home Page )
Carts Assigned To Me ®
Search -~
—— o .
Simple Advanced Goto: Favorites | Forms | Non-Catalog ltem | Quick Order Browse: Suppliers | Categories | Contracts
Search for products, suppliers, forms, part number, etc “
& unrsvsTeM | WNT hsc | UNT Dattas Al v Search (AR+Q) Q 0.00 USD !’ i) |l° @j

Shop » My Carts and Orders » View Carts b Assigned Carts

) JAGGAER revised its Service Privacy Policy effective May 25, 2018. By closing this banner, you acknowledge that when you use our Solution, we process your personal information as described in our Service Privacy Policy.

Cart Management F

Requestor can activate the cart
to begin reviewing.

Draft Carts Assigned Carts '™

Assign Substitute

*» Filter Assigned Carts

Type = Cart Number -~ Shopping Cart Name = Cart Description Date Created = Total = Created By =~ Assigned To = Action
Normal 3745651 [ 2023-04-04 dishopper01 01 4/4/2023 0.00 USD DL Shopper DL Requestor View W
MNormal 3745847 2023-04-05 dishopper01 01 4/5/2023 5,000.00 USD DL Shopper DL Requestor View | w h
Wiew
ﬁ Acthare
Return

Delete
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Creating a Service Request / Blanket Order

Shopping Cart * Shopping Cart

the Service Request / Blanket Order is available.

Ad-Hoc Approver Select
s Supplier a Foreign Vendor? D
1 Item

Brame,Donald Charles Smith - 1 Item - 111.00 USD

4 SUPPLIERDETAILS  000-Dallas : 500 S Ervay St Unit 202, Dallas, T.

Contract no value Quote number

Item Catalog No.

Line Name Goes Here[] _

Contract

Service Total Amount
Pracurement Request: Line Name Goes Here
. ITEM DETAILS

s this a Service Service Request
Commodity Code

e 2/5/2024 -
axable

ce End Date 2/5/2024

Blanket Order Start Date

more info...

Size/Packaging

Unit Price
111.00
Q. Ir te r.4i Note
External Note

Quantity

Qty:1

Ext. Price

111.00

O~

e

The Requestor reviews the cart, and can either return the
cart for revisions, or proceed to checkout. A hyperlink to

© & -

Summary

Details

Total (111.00 USD)

Subtotal ®
Shipping
Handling

Total W

Return Cart Proceed To Checkout

-

111.00
0.00
0.00

111.00

21
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Creating a Service Request / Blanket Order

Requisition * 3745847 = o8 @ - Assign Cart Place Order
Summary Taxes/S&H PO Preview Comments Attachments History
General # - Shipping ¢ - Billng + -~ [T
Q Cormrect these issues. £

Cart Name 2023-04-05 dishopper01 01 ship To Bill To You are unable to proceed until addressed.
Description no value no address Email to: invoices@untsystem.edu Required: Shipping address

© Required UNT System Business Service Center o . _
Business Unit Univ. of North Texas at Dallas (DL773) 1112 Dallas Dr. Ste. 4200 Required: Business_Unit

) ) Denton, TX 76205 Required: Speedchart
Budget Date no value Delivery Options United States Required: Department
PR Override Budget X Delivery Location 0147 103 Required: Fund
Uverride cu e A ol Ik O] i
9 LIBRARY COOLING TOWER Required: Fund Category

Date

. 4o p B f h d b I d " Required: Function

equested Delivery  no value
Priority Normal Date erore t € order can be p ace ’ a Required: Internal Note
; required fields must be
Prepared by DL Requestor Expedi Total (5,000.00 USD) ~
pedite x . /000
completed. Each section can be

Prepared for DL Shopper . . o Shipping, Handling, and Tax charges are calculated and charged by

Ship Vi Best Carrier-Best W

P est Larmerse & Edlted WIth the CorrespOndlng each supplier. The values shown here are for estimation purposes,

Ad-Hoc Approver Select penCIl icon. budget checking, and workflow approvals.

22
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Creating a Service Request / Blanket Order

When the Requestor places the order, the workflow status can be viewed in the ‘What’s Next’ section of the requisition.
Once it moves all the way through the workflow, a Purchase Order will be issued. Click the box with the arrow to view the
workflow steps.

eps are a group of workflow steps that are executed
. Oftentimes, these steps are mated and allow a large
number of actions to take place at the same time. Due to this, they are
differentiated from other workflow steps and are visually grouped by the
diamond.

(D show skipped steps

Submitted
2/5/2024 1117 AM
T~ NTRequestor

OFAC Check
Completed

Initial Validation Request

Department Approval
Future

Final Validation Request
Future

2nd OFAC Check
Fure

Create PO
[
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