Procurement Quick Reference Guide

Step one: What Are You Buying?

® Is PCard Allowed? *
OR
Requisition for Goods (non-catalog)

$15K—-$100K
® Requisition for Goods (non-catalog)
+

Informal Quote Summary (IQS)

Over $100K

® Requisition for Goods (non-catalog)
+
Procurement Method

OR

N

O

o Is PCard Allowed? *
OR
Requisition for Services (non-catalog)

$15K-$100K
* Requisition for Services (non-catalog)

+
Informal Quote Summary (IQS)

Over $100K

¢ Requisition for Services (non-catalog)
+
Procurement Method

Interactive

Click to explore

— Step two: Does It Involve A
non-catalog Purchase?
If yes, you need two things:

Submit a

Sourcing Request Celllee:

OR -> OR
Do a Request for Quick Contract k
Proposal (RFP) 4l Form
OR

Full Contract
Review

UNT System

Office of Procurement



https://myunt.sharepoint.com/sites/ConnectFinance/SitePages/ePro-Home.aspx
https://myunt.sharepoint.com/sites/ConnectFinance/SitePages/PCard-Purchasing-Card-Guide.aspx?xsdata=MDV8MDJ8VGFyYS5NaWxsZXJAdW50c3lzdGVtLmVkdXwyYjU1ZTFjMmFhODI0NGQzYTE2MDA4ZGU5MGYxNTI2Y3w3MGRlMTk5MjA3YzY0ODBmYTMxOGExYWZjYmEwMzk4M3wwfDB8NjM5MTA3NTYzMzAyODcyOTU1fFVua25vd258VFdGcGJHWnNiM2Q4ZXlKRmJYQjBlVTFoY0draU9uUnlkV1VzSWxZaU9pSXdMakF1TURBd01DSXNJbEFpT2lKWGFXNHpNaUlzSWtGT0lqb2lUV0ZwYkNJc0lsZFVJam95ZlE9PXwwfHx8&sdata=YUVQRGhBT1IybWZyajdzdWpTMlVBVHhhamtEMVpKM3U4UWNaeDgvbGVjRT0%3D&CT=1775224816492&OR=OWA-NT-Mail&CID=d62313b4-4099-0d72-361f-f1dc577ddf63&clickParams=eyJYLUFwcE5hbWUiOiJNaWNyb3NvZnQgT3V0bG9vayBXZWIgQXBwIiwiWC1BcHBWZXJzaW9uIjoiMjAyNjAzMjAwMDIuMTAiLCJPUyI6IldpbmRvd3MgMTEifQ%3D%3D
https://myunt.sharepoint.com/sites/ConnectFinance/SitePages/PCard-Purchasing-Card-Guide.aspx?xsdata=MDV8MDJ8VGFyYS5NaWxsZXJAdW50c3lzdGVtLmVkdXwyYjU1ZTFjMmFhODI0NGQzYTE2MDA4ZGU5MGYxNTI2Y3w3MGRlMTk5MjA3YzY0ODBmYTMxOGExYWZjYmEwMzk4M3wwfDB8NjM5MTA3NTYzMzAyODcyOTU1fFVua25vd258VFdGcGJHWnNiM2Q4ZXlKRmJYQjBlVTFoY0draU9uUnlkV1VzSWxZaU9pSXdMakF1TURBd01DSXNJbEFpT2lKWGFXNHpNaUlzSWtGT0lqb2lUV0ZwYkNJc0lsZFVJam95ZlE9PXwwfHx8&sdata=YUVQRGhBT1IybWZyajdzdWpTMlVBVHhhamtEMVpKM3U4UWNaeDgvbGVjRT0%3D&CT=1775224816492&OR=OWA-NT-Mail&CID=d62313b4-4099-0d72-361f-f1dc577ddf63&clickParams=eyJYLUFwcE5hbWUiOiJNaWNyb3NvZnQgT3V0bG9vayBXZWIgQXBwIiwiWC1BcHBWZXJzaW9uIjoiMjAyNjAzMjAwMDIuMTAiLCJPUyI6IldpbmRvd3MgMTEifQ%3D%3D
https://myunt.sharepoint.com/:w:/r/sites/ConnectFinance/_layouts/15/Doc.aspx?sourcedoc=%7B332a5bbc-480e-498e-9012-c4290755a242%7D&action=view&wdAccPdf=0&wdEmbedFS=1&CID=480fe45f-fc23-df3a-42b0-1e6a51252171&clickParams=eyJYLUFwcE5hbWUiOiJNaWNyb3NvZnQgT3V0bG9vayBXZWIgQXBwIiwiWC1BcHBWZXJzaW9uIjoiMjAyNjA0MTAwMDIuNDEiLCJPUyI6IldpbmRvd3MgMTEifQ%3D%3D&wdLOR=c98AE9415-A717-46A7-B282-84737845F794
https://myunt.sharepoint.com/sites/ConnectFinance/SiteAssets/Forms/AllItems.aspx?id=%2Fsites%2FConnectFinance%2FSiteAssets%2FSitePages%2FStaff%2DHUB%2DResources%2Funts%5Finformal%5Fquote%5Fsummary%5Fiqs%5Ffillable%5Fform%5Fjan2026%2Epdf&parent=%2Fsites%2FConnectFinance%2FSiteAssets%2FSitePages%2FStaff%2DHUB%2DResources
https://myunt.sharepoint.com/sites/ConnectFinance/SiteAssets/Forms/AllItems.aspx?id=%2Fsites%2FConnectFinance%2FSiteAssets%2FSitePages%2FStaff%2DHUB%2DResources%2Funts%5Finformal%5Fquote%5Fsummary%5Fiqs%5Ffillable%5Fform%5Fjan2026%2Epdf&parent=%2Fsites%2FConnectFinance%2FSiteAssets%2FSitePages%2FStaff%2DHUB%2DResources
https://myunt.sharepoint.com/sites/ConnectFinance/SitePages/ePro-Home.aspx
https://myunt.sharepoint.com/sites/ConnectFinance/SitePages/Procurement-OCA-Home.aspx
https://solutions.sciquest.com/apps/Router/SAMLAuth/UNTS
https://solutions.sciquest.com/apps/Router/SAMLAuth/UNTS
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e Where do I start?

- Choose your path:

- PCard (if eligible) #* .
- Catalog Requisition (ePro supplier) A
- Non-Catalog Requisition (not in catalog) s«

e Fastest way to buy?

- PCard

- Catalog Requisition

- Non-Catalog Requisition

* Non-catalog purchases follow dollar thresholds

e What are dollar
thresholds?

- Dollar amounts that determine how you can
select your vendor

* 0-$15k Department Discretion
*15-100k - Informal Quote Summary (IQS)
* > $100k - Formal Solicitation

e What is a non-catalog
purchase?

- Anything not in an ePro catalog
* Start with a requisition

e Procurement method

- Required to document vendor selection
- $15 - $100k: IQS

> $100K (choose one):
- Existing Award (preferred / fastest)
- RFP / Bid

e When can I use a PCard?

- Use for eligible purchases only
- Some items are restricted

* See PCard Restricted List up to your PCard

credit limit
* If restricted, use a requisition

e Do I need a PO?

- Requisition = PO (system-generated)
- No PO required:

- PCard

- Payment Request

e Do I need a contract?

- Depends on complexity & vendor requirements
- PO — includes standard terms and often
serves as the contract
- Quick Contract £
- Full Contract Review

e New vendor setup

- Required before purchase
- IRS tax verification
- Banking validation

- See Vendor Setup in Connect

e How are thresholds
calculated?
- Based on total purchase value

* Includes full contract term, not just first
payment

e How do I arrange travel?

- Travel Training

Need Help?

- Procurement
* 940-369-5500
* Procurement Page



https://myunt.sharepoint.com/sites/ConnectFinance/SitePages/ePro-Supplier-Management.aspx?isSPOFile=1&xsdata=%3D&sdata=ckE4cGJCbEdpUERCT0U4OWFhL2pEWlRUZHB3bGROYVFLOGwzczNidU95UT0%3D&ovuser=70de1992-07c6-480f-a318-a1afcba03983%2CTara.Miller%40untsystem.edu&OR=Teams-HL&CT=1777495493463&clickparams=eyJBcHBOYW1lIjoiVGVhbXMtRGVza3RvcCIsIkFwcFZlcnNpb24iOiI0OS8yNjA0MDQwMTcxOCJ9&linkOpenTime=1777495493465
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