SOP #:4.2.3.1 Area: Purchasing
Title: Purchases $5,000.01 - $25,000.00 Effective Date: 03-01-2016
Version #: 1.0 Revision Date: 10-01-2020
Approval Date: 02-26-2016 Review Date: N/A

Title: Purchases $15,000.01 - $25,000.00

Purchase transactions from $15,000.01 - $25,000.00 require three informal bids or quotes,
including a minimum of two from Historically Underutilized Business (HUB) vendors. For assistance
finding a HUB vendor, click here or email HUB@untsystem.edu. Orders should be awarded to the
vendor that provides the best value to the institution.

Note: Exceptions to Bid Requirements include Sole Source, Proprietary, Cooperative Contract,
State Contract or UNT System Contract. See Procurement Guide for additional instructions.

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 a minimum of three bids or quotes from vendors.
Note: Price quotes may be taken by phone, by fax, or by email and documentation must be
kept on file. 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 OF NORTH TEXAS SYSTEM™

-EIS Enterprise Information System

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

Password (recuir=d) information resource for the University of North Texas System.

This system is the property of the University of Morth 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 -
versions:

Service may be interrupted

B + Google Chrome 24
during these regular ¥
maintenance times: s hEelox 17
2 » Internet Explorer 11, 10, 9, and 8
s Tuesday 7:00 - 9:30 pm - Safaf &
+ Thursday 7:00 - 9:30 pm
« Saturday 7:00 pm to noon MNote: Internet Explorer's Compatibility Mode is unsupported in EIS. Turn off this feature in
Sunday Internet Explorer under Tools = Compatibility Mode Settings.

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

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

State of Texas » Statewide Search » Texas Homeland Secunty = Fraud Reporting * Public Information Act * Online Institutional Resumes
University of North Texas # UNT Health Science Center * University of North Texas Dallas * UNT Dallas College of Law
@2014 University of North Texas System = Site changes to System Portal Administration * Last modified August 12, 2014
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4, Click Ma

in Menu.

Favorites ~

Highlights

subfolders

much faster.

‘ Main Menu -

Top Menu Features Description

TNFORM xrm" mmt0110 on FSTSTU (easapp12) - 02/20/2016 13:10:24

Our menu has changed!

Recently Used pages now appear under the
Favorites menu, located at the top left.

Breadcrumbs visually display your navigation
path and give you access to the contents of

Menu Search, located under the Main Menu, now
supporls type ahead which makes finding pages

The menu is now located across the top of the page. Click on Main Menu to get started.

s e
Cracle
B e
pe—
e
ot
e
Cracie

Al ~ | Search

| Advanced Search

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

Favoriles |

IS B

Main Menu -I

Search Menu:

®

-
z

02/20/2016 12:08:28

Al ~ | Search

EICRequisition

Employee Project Cent Bl manage Requisitons
Travel and Expense Ce| D Receiving

3 (Employee Seli-Senvice > Procurement
Top Menu Feat £ Manager Sef-Service D
=] Purchasing D
; 8 eProcurement :
The menuis no) g Services Procurement L
Highlights 03 commitment Control 3
Recently Use 3 Real Time Bottom Line L
Favorites meny Set Up Financials/Supply Chain 4
=] Enterprise Components ¥
03 workiist 4
3  Reporting Tools »
Breadcrumbs| (1 PeopleTools 3
pathandgivey [=]  change My Password
subfolders
D My Personalizations
D My System Profile
[E  my Dictionary
Menu Search, B wyreeas
supports type STEETWINCITIERES UMY Pages
much faster.

in Menu to get started

| # | Advanced Search
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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
mm"""xrm"" mmt0110 on FSTSTU (easapp12) - 02/20/2016 13:13:02 Al - | Search o

Requisition Settings

Business Unit |SY769 Q Univ. of North Texas System Requisition Name

*Requester |ES2200 Q. Business Senvices-Gen Priority

*Currency usp
Custom Fields

Default Options (7

) Default If you select this option, the defaults specified below will be applied to reguisition lines when there are no predefined values for these
fields.
® override If you select this option, the defaults specified below will override any predefined values for these fields,only non-blank values are assigned.

Line Defaults (2

Supplier Q Category a
Supplier Location Q Unit of Measure Q.
Buyer Q

Shipping Defaults

Ship To |BSCA 400 a Add One Time Address
Due Date & Attention

Distribution Defaults

SpeedChart Q
Accounting Defaulis Fersonalize | Find | ] B First ‘& 10f1 & Last
Chartfields1 Details Asset Information
Dist Percent Location GL Unit Account AltAcct  Dept E‘;‘;‘d Fund Function PCBusUnit  Proj
1 BSCP 400 |Q [SY768 Q@ Q Q, (922000 |Q Q Q a aQ
< >
OK Cancel

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 (71200 for Dr. Paul
"Requester |[E92200 A Business Services-Gen Priority

*Currency |YSD

8. Click the magnifying glass next to Supplier field.

Line Defaults (7

Supplier @ Category Q
Supplier Location Q Unit of Measure Q
Buyer aQ
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9. Enter the vendor name into Name field.
10. Click Find.

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

.E|§ iNFoRmATIon  mmit0110 on FSTSTU (easapp12) - 02/20/2016 13:13:02 Al ~ | Search > Advanced Search

Supplier Search

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

Postal Code

Note: The defaults specified below will e applied to requisition lines when there are no predefined
values for these figlds

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.

Favortes~ | ManMenu » > Employee SeftSenvice~ > Procurement~ > Requisiion
m""“ﬂ’& mmt0110 on FSTSTU (easapp12) - 02120/2016 13:13:02 A+ Search » | Arfvanoa® Soarth

Supplier Search

Supplier ID [ Eind
Name [Metroplex Piano Reset
Short Supplier Name

Alternate Supp Name

City
Country Q State
Postal Code
Search Results Personalize | Find | View Al | 2 | & First ‘& 1of1 ‘&) Last
SupplierID  Supplier Name Ei‘::::m g:f’ac‘::;;:ﬁ"““ Address city State
10000065733  Metfroplex Piano Inc 000 9292 LBJ Frwy Dallas ™ %

oK || Cancel
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Note: Requisition Settings screen opens. The Supplier ID and Default Location will
automatically populate into the requisition in the Supplier and Supplier Location fields.

Favorites « | Main Menu - > Employee Self-Service~ > Procurement~ > Requisition
mE'HA“m mmt0110 on FSTSTU (easapp12) - 02/20/2016 13:13:02 Al ~ | searcn » | Advanced Seanch

Requisition Settings

Business Unit (SY769 |Q Univ. of North Texas System Requisition Name |~12no for Dr. Paul

*Requester |E92200 @ Business Services-Gen Priority

“Currency |YSD

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 defaulis specified below will override any predefined values for these fields, only non-blank values are assigned.

Line Defaults (7

Supplier |0000065733 Category Q
Supplier Location |000 Q, Unit of Measure Q,
Buyer Q
Shipping Defaults
Ship To BSCA 400 [ § Add One Time Address
Due Date [5) Attention

Distribution Defaults
SpeedChart (s}

Accounting Defaults

Chartfields1 || Details | Asset Information

Personalize | Find | 2] e First ‘& 1o0f1 & Last

Dist Percent Location GL Unit Account Alt Acct  Dept E‘;;‘d Fund Function PC Bus Unit Proj

1 BSCP 400 |@ [SV768  |Q, Q @, (022000 @, Q 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 | 2 E First ‘& 41of1 ‘&' Last
Chartfields1 Details Asgset Information | [[F==

Dist Percent Location GL Unit Account Alt Acet  Dept E:?d Fund Function PC Bus Unit Proj

1 BSCP 400  |Q [SY760 |Q Q. Q [ezla [ @)D a, | Q Ia
>
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13. Select the appropriate Fund Cat from the Look Up Fund Cat dropdown.

Look Up Fund Cat

SetlD SHARE
Fund Category|begins with ||
Description| begins with v||

04 [ LookUp || Ciear |[ Cancel |Basic Lookup

e Search Results
' View 100 . First @ 1mmarm ) Last

Fund Category. Description
105 Educational & General
120 Audliary

ol 200 Designated Operating-Managed
202 Designated Operating-General
207 Quasi Endowment Spendable
250 Unrestricted Loans
255 Quasi Endow Corpus and Apprec
303 Restr Expendable
307 ‘Restr True Endowment Spendable
309 ‘Restr Quasi Endowment Spendabl
350 Loansand Contracts
353 ‘Rest Quasi Endow Corpus/Apprec
355 ‘Restr True Endowment Apprec
360 Resir Expendable Cap Cnirbin
400 ‘Sponsored Projects-Restr
500 Restr True Endowment Corpus
505 Restr Non-Expend PR Life Inc
700 Net Investment in Plant
720 ‘Retirement of Indebtedness
800 Agency Funds
234 Suspense Fund 34 [CONV ONLY]
993 Suspense NTfund 83 [CONY ONLY]
996 Suspense Unmapped [CONV ONLY]
897 ‘Suspense for Plant [CONV ONLY]
998 ‘Suspense Inactive [CONY ONLY]
299 ‘Suspense [CONVONLY]

14. Click on the magnifying glass next to Fund.

Accounting Defaults P'efsanaiizelﬁndllm First ‘¥ {of1 2 Last
Chartfields1 || Detais || Assetinformation | [E3)
Dist Percent Location GL Unit Account AltAcct Dept 2‘;"’ ‘Fund Function PCBusUnit  Proj

1] |pscra0 @ [sves Q[ & @ gmomla poia [ qD Q| la [
< I >
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15. Select the appropriate Fund from the Look Up Fund dropdown.

Look Up Fund

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

[ tookUp |[ Clear |[ Cancel | Basic Lookup

Search Results

Only the first 300 results can be displayed.

View100 First 4 1zoverzon @ Last
Fund Description

100003 DepOpIQEnd—Mapne Wilson Orgn

1!13‘1)4 DWQWQEMSCM OfVH.IBlNIs

100005 | DepOpIGEM Unlw Gift fund

100007 DepOp/QENd-Getty Musical Art
100008 DepOp/QEnd-L Murchison Tutor

100015 DGPOWGEM-EVEM Foundation
100017 DepOp/QENd-Trip-Onstead Inst
100021 DepOP/GEN-Rbt F Rsv Ser 1999
100022 DepOpIGENG-Rbt Fn Rsv Ser 199
100023 DepOp/QENd-Rev Fin Sys Ser 05
100024 DepOp/QENd-Employee Ben Prg
100025 DepOP/QENd-Unt Hith Seif Ins
100026 DepOp/QENd-Journalism Pr Endaw
ﬂﬂﬂZ? DepOp/QEnd- Lone Star Chair

5 DepOP/GEENd-UNT Quasi Endow
130001 Schol/QEng-General Univ
130002 SchollGEnd-Decker
130003 Schol/QEnd-Eagle Escapades
130004 SehollQEnd-Boeing Elec Tech
130005 Schol@End-H. W. Wilson
130006 SchollQEnd-Dr James Tad Lot
130007 Schol/QEnd-Pres Council
130008 Schol/QEnd-L Murchison Ugrad
130009 SchollGEnd-L Murchisen Cmht
130010 Schol/QEnd-L Murchison Dance
130011 Scholf@End-L Murchison Gostum
130012 Schol/QEnd-L Murchison Dramate
130013 Schol/QEnd-Paramount Picturs
130014 SchollQEnd-Paramount Pic/D&D
130015 SchollGEnd-Paramount Bia Sci
130016 SchollQEnd-Paramount Pi/CVAD
130017 Schol/QEnd-Men's Golf |
130018 Schol/QEnd-Chancellor Hotel
130019 Scholl(.\End—CMHT Banfi Vininer |
130020 ScholiQEnd-Auxiliary Services
130021 Schol/QEnd-L Murchison Grad
130022 Schol/QEnd-TCOM Minority
130073 ScholiQFEnd-Grainner

16. Click on the magnifying glass next to Function.

Accounting Defaults Personalize | Find | 2] B8 First (4 1011 0 Last
1 || Detaiis || Assetinformation |

Percent Location 6L Unit Account AltAcct Dept E‘;"’ Fund Function PCBusUnit  Proj
1] | BscP 400 |Q [sv769 |Q | | [ o [s22000|Q [200]@ [830001|Q | ) o [
... >
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17. Select the appropriate Function from the Look Up Function dropdown.

Lok Up Function
Help

SotiD BHARE
Funcoon[begmswitn ] ]
P T —
LookUp || Ciear || Cancel | masic Lookus

Search Results
il View 100 First 4 soworze 8 Last

Teaching Hospitas & Med Cirs
Independent Operations
SUSPENSE [CONV ONLY]
UNMAPPED

INACTIVE

§5eBBaERELRES:

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

Requisition Settings

Business Unit SY769 | Univ. of North Texas System isition Name |Fiano for Dr. Paul
“Requester ETZZI0 I pugiess senies.Gen -
“Currency
Custom Fields

Default Options (7)

O Default If you select this option, the defaulis 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 (2)

Suppir DOO00EET ], S —
Supplier Location Q Unit of Measure I:lﬂ
Buer [ &
Shipping Defaults
shipTo [BSCA 400 |Q Add One Time Address
DueDate | |® i
Distribution Defaults
SpeedChart|  |Q
Accounting Defaults Personalize | Find || BE  First @ 101 @ Last
Chartfields1 || Details || AssetInformation |
Dist Percent Location GL Unit Account AltAcct Dept (F-::H Fund Function PCBusUnit  Proj
W scran @ lsviee Ja | @l |a sz (ool mworia e al
< I >

[ ok [ cancel |

____________________________________________________________________________________________________________________________________________________________|
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Completing the Requisition Using CAP-IT Guidelines

You must ensure each requisition contains all of the necessary components and follows the required
process. Use the acronym CAP-IT to complete each requisition correctly. CAP-IT details all a requisition
should include. Refer often to the CAP-IT acronym to ensure requisitions are being completed correctly.

Code using category code best describing the purchase.
Attach all documents.
Purpose statement should define how purchase will benefit the institution.

Information in the Justification Comments must include:

Department contact full name, full phone number & email.

Vendor contact full name, full phone number & email.

Any special requirements or handling requests (ex. Where to email order).

Service dates and/or date needed.

Reference full name and contract number of any Co-operative contracts, if
applicable.

v" Note if sole source, proprietary justification, and/or bid tab is included, ifapplicable.

ASANENENEN

Track order using Manage Requisitions.

Page 9 of 48



Creating the Requisition
To create the requisition, follow the steps below before moving on to the final phase of review

and submission.

1. Click New Requisition under the ePro Services section.

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

.E“ iNFoRMATIoN  mmt0110 on FSTSTU (easapp12) - 02/20/2016 13:13:02 Al | Search » | Advanced Search

Create Requisition 2

Welcome Business Services-Gen
Home  #* My Preferences Requisition Settings [ ? 0 Lines 4 Checkout H
RecuestOptors. = Search S acwanced semrcn
Enter search criteria or select ePro Services Sy Web A Forms
from the menu on the right to [cﬁj @
begin creating your requisition Request Senvices

Browse Supplier Websites Create and Submit Forms

E;;‘ Favorites

Browse Favorite ltems and
Services

Recently Ordered
View recently ordered items and
services
Describe the item, part#, Co..
computer dell optiplex 9020
Computer, Dell, Optiplex 902...
item 1
Goods

ﬁg External Catalogs
Browse Supplier Website ltems

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 part number,
catalog number, or model number if available, along with a detailed description.

Favorites + | Main Menu ~ » Employee Self-Service ~ > Procurement= >  Requisition
TR Gra ATiaN mmt0110 on FSTSTU (easapp12) - 02/20/2016 13:13:02 Al ~ | Search

| Advanced Search
Create Requisition 2

Welcome Business Services-Gen

Home A My Preferences Requisition Settings

I B gLines Checkout
Request Options z search Search Agvanced Search
All Request Options New Requisition
ePro Services *GoodsiService
New Requisition Description o
Quantity Unit of Measure Q
Mieh sy *Currency Code |[USD
Forms *Category QL
Favorites Supplier ID |D0OD00DG5T33 a Suggest New Supplier
Recently Ordered Supplier Name |Metroplex Piano Inc i
Quote Number 2 Quote Date El]
External Catalogs
9 Beginning Date 57 Date of Completion El
Additional Information
g

[] send to Supplier [1 show at Receipt [ show at Voucher

Add fo Cart
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3. Type number of items in Quantity field.

Favorites = ‘ MainMenu ~ > Employee Self-Servicew > Procurement >  Requisition

ENTERPRISE
s inFormaTion  mmt0110 on FSTSTU (easapp12) - 02/20/2016 13:13:02 Al ~ | Search » | Advanced Search
Create Requisition 2
Welcome  Business Services-Gen * Checkout
Home Wy Preferences  $8F Requisition Settings | 0 Lines EEsini]
Request Options b Search Search Advanced Search
All Request Options New Requisition
ePro Services *Goods/Service |Petrof Baby Grand Piana
New Requisition Description
*Unit of Measure Q

web oy

Amount “Currency Code |USD
Forms *Category a
Favorites Supplier ID 0000065733 I Suggest New Supplier
Recently Ordered Supplier Name |Metroplex Piano Inc Q
Quote Number e Quote Date [5]
External Catalogs
9 Beginning Date 5?7 Date of Completion [ ?
Additional Information
e

[ send to Supplier [ show at Receipt [ show at voucher

Add to Cart

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

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

S INFORMATION mmt0110 on FSTSTU (easapp12) - 02/20/2016 13:13:02 All | Advanced Search

Create Requisition 2

Welcome Business Services-Gen
Reguest Options 52

All Request Options

ePro Services
New Requisition

Web

Forms

Favorites
Recently Ordered

External Catalogs

Home

Search

New Requisition

*Goods/Service
Description

Quantity

Amount
*Category
Supplier ID
Supplier Name
GQuote Number

Beginning Date

Additional Information

Petrof Baby Grand Piano
1

\DD0DDG5733

Metroplex Piano Inc

R PP

H?

/+ My Preferences Requisition Setftings I

~ | Search

Checkout

Advanced Search

*Unit of Measure

*Currency Code |USD

Suggest New Supplier

Quote Date [
Date of Completion 5 ?
e

[ send to Supplier

Add to Cart

[ Show at Receipt

[ show at Voucher
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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 ‘Gancel | Basic Lookup

Search Results

First 4 tezorrez (B Last

As Needed
Average Cost Dollars
BAGIS
BAG 25

[Bag
‘Barrel - Liquid Measure
Bundle

Bl
Bottie

Box

BARREL

‘Bushel - Dry Measure
Celsius
Cannage

CAN

Carton
Cubic Feet
Cubic Inches

6. Enter the bid or quote amount received from vendor in the Amount field.

Create Requisition 2

Welcome Business Services-Gen

All Request Options

ePro Services
New Requisition

Web

Forms

Favorites
Recently Ordered

External Catalogs

@ Home /‘ My Preferences ' Requisition Settings I E 0O Lines
search [Al V]| | seamh | advanced Search
New Requisition
vice |Petrof Baby Grand Piano
Description I
oy Unitormeasure EA |
] “Currency Code
Categoy o
ID (0000085733 &, Suggest New Supplier
Suppler Name Vetioplex Pano n: |y
QuoteNumoer |7 Quotevate |5
Beginning Date |19 ? Date of Completion |7
Additional Infc
%
[] send to Supplier [] show at Receipt ] show at Voucher
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7. Click on the magnifying glass next to Category.
Hi e

e

Create Requisition @

Welcome Business Services-Gen

Quotebumber [ 7
Beginning Date |:|Eﬂ i

External Catalogs

Home  /*y Preferences 38 Requisition Settings | ¥ 0 Lines Checkout
ijﬂﬂ\s a | Search [Al V]| | Search | Advanced searcn
All Request Options New Requisition
ePro Services *Goods/Service |Petrof Baby Grand Piano
New Requisition Ds ipti
" ae [ “Unitormeasure [EA |,
e poions “curency Cote (USD
Foms “Category
— e — Sugest New Suppler
Recently Ordered Supplier Name |Meatroplex Piano Inc Q

Quotebate [
Dateof Completion | [ ?

A

[ send to Supplier

Add fo Cart

[ show at Receipt

[ show at Voucher

8. Click on

Look Up Category

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

the dropdown arrow next to Category to open Search By options.

I %1 Search Categories

‘ Search By [Category v] | ]| Find |

I b Browse Category Tree

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

Favorites ~ | MainMenu ~  : Employee SeltService~ > Procurement~ >  Requisition

.E“ inromuation  mmt0110 on FSTSTU (easapp12) - 02/20/2016 13:13:02 Al ~|sgarcn » | Advanced Search

Look Up Category

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

et
Search By Jes1EN0E Find

Browse Category Tree

Retumn

10. Type a word to search in the empty field next to Category or 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.
11. Click Find.

Favoriles + ManMenu ~ > Employee Self-Service~ > Procurement~ >  Reguisition
m"“’"a“"‘m« mmt0110 on FSTSTU (easapp12) - 02/22/2016 09:06:43 Al | Search » |- hehvariced Search
Look Up Category

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

Search By Furniture 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= > Requisition
.E|§ incormATion  mmt0110 on FSTSTU (easapp12) - 02/22/2016 09:06:43 All | search By s
Look Up Category

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

Search By Furniture Find
Categories Personalize | Find | View all | 2] =2 First ‘4 10f1 ‘&' Last
Catalog Category Description Find in Tree
1 PROCUREMENT 931-46 Maintenance - Furniture g@

Browse Category Tree
Refurn
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13. Click on Suggest New Supplier if Supplier ID and Supplier Name are not completed.
Note: Skip steps 13-15 if Suggested Supplier is not needed.

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

ENTERPRISE
.E |§ rormation  mmt0110 on FSTSTU (easapp12) - 02/20/2016 13:13:02 Al ~ | search # | Advanced Search
Create Requisition 2
Welcome Business Services-Gen s

Home My Preferences Requisition Settings I B 0Lines Checkout
Request Options X Search Search Advanced Search
All Request Options New Requisiﬁon
ePro Services *Goods/Service Petrof Baby Grand Piano
New Requisition Description .
Quantity 1 Unit of Measure |EA (&}

IED AmoimE 19.500.00) “Currency Code |USD

Forms *Category &

Favorites Supplier ID |D0D0065733 ¥ Sugoest New Supplier

Recently Ordered Saruies Name Q

Quote Number ? Quote Date 1]
Exti I Catal
xternal Catalogs Beginning Date ks Date of Completion 57
Additional Information
L
[ 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+ > Requisition
Fm"""ﬂ%u mmt0110 on FSTSTU (easapp12) - 02120/2016 13:13:02 Al | searen » | Advanced Search

Suggested Supplier

Supplier Name
Contact Name

Address Information

Country &}
Address 1
Address 2
Address 3
City
State Postal
Phone Information

Phone Typs ] prets

Telephone Ext

Comments @

254 characters remaining
OK Cancel
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15. Click OK.

Favorites + | Main Menu =~ > Employee Self-Service ~ > Procurementw > Requisition

ENTERPRISE

S inFormaTion  mmt0110 on FSTSTU (easapp12) - 02/20/2016 13:13:02 All

= | Search # | Advanced Search

Suggested Supplier

Supplier Name |Piano Supply Company
Contact Name |Jane Smith
Address Information
Country|USA _ |Q yniteq States
Address 14321 Main Street
Address 2
Address 3
City | Denton

state[TX | Postal 12345

Phone Information

Phone Type Prefix 940

Telephone 5555555 Ext

Comments EI

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~ > Regquisition

ENTERPRISE
AN mmt0110 on FSTSTU (easapp12) - 02/20/2016 13:13:02 Al | Search Y i
Create Requisition 2
Welcome Business Services-Gen i

Home /% My Preferences Reauisition Settings | B 0 Lines CECnE
Reguest Optiens = Search Search Advanced Search
All Request Options New Requisition
ePro Services *Goods/Service Petrof Baby Grand Piano
New Requisition Description F—
Quantity 1 Unit of Measure |EA Q

Web Amount 19,5000 *Curency Code |USD

Forms *Category a,

Favorites Supplier ID Q

i Suggested Supplier Piano Supply Company
Recently Ordered Supplier Name <
Quote Number ? Quote Date E]
External Catalogs s
Beginning Date 57 Date of Completion T
Additional Information
g
[ send to Supplier [ show at Receipt [ show at Voucher
Add to 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 quote received via phone, fax or email, provide the name of person who
provided quote.

All Request Options

ePro Services
New Requisition

Web

Forms

Favorites
Recently Ordered

External Catalogs

New Requisition

*Goods/Service Petrof Baby Grand Piano

Description
Quantity

Amount
*Category 931-46
Supplier ID |DODDOB5T733

Supplier Name |Metroplex Piano Inc

19,500.00|

*Unit of Measure |EA Q
*Currency Code USD

Suggest New Supplier

Quote Date &
Beginning Date =7 Date of Completion ?
Additional Information
[
[ send to Supplier [] show at Receipt [] show at Voucher

Add to Cart

Favorites « ‘ Main Menu - > Employee Self-Service~ > Procurement~ > Requisition
ENTERPRISE e
.»mm.mm mmt0110 on FSTSTU (easapp12) - 0212212016 09:06:43 Al ~ Searcn » [ Penvanee
Create Requisition 7
Well Business Services-G
Foimer Samesenen e Home Ay Preferences 388 Requisition Settings | B 0 Lines Checkout
Request Opfions. = Search Searth

Advanced Search

17. Enter Quote Date by clicking on calendar icon.

> Employee Self Service >  Procurement = >

Favorites + ‘ Main Menu =

Requisition

m"‘"""‘m mmt0110 on FSTSTU (easapp12) - 02/22/2016 12:42:53

Create Requisition 2

Welcome Business Services-Gen

Reguest Options o

All Request Options

ePro Services
New Requisition

Web

Forms

Favorites
Recently Ordered

External Catalogs

Home

Al ~ | Searth

| Advanced Search

¥ 1y Preferences Requision Setings | ¥ 0 Lines il
Search Search | advanced Search
New Requisition
*Goods/Service Petrof Baby Grand Piano
Description
Quantity 1 *Unit of Measure |EA Qa,
Amount 19,500.00 “Currency Code |USD
*Category 931-46 Q
Supplier ID 0000065733 a Suggest New Supplier
Supplier Name |Metroplex Piano Inc Q.
Quote Number 333383538 2 Quote Date
Beginning Date 2 Date of Completion 7
Additional Information
&3

[ send to Supplier [ show at Receipt

Add to Cart

[ show at Voucher
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18. Select the date the quote was received.

Create Requisition (z)

Welcome Business Services-Gen

@ Home My Preferences 38 Requisition Settings | T 0 Lines Checkout

Request Options. 3 | Search [Al V[ I Search | agvanced Search
All Request Options New Requisition
ePro Services ice |Petrof Baby Grand Piano
New Requisition Description o
s UntorMeaswre FA
Web Amount 19,500.00) *Currency Code [USD ]
Forms *Category 931-46 @
Favorites Supplier ID 0000065733 e Suggest New Supplier
AR — Supplier Name [Metroplex PianoInc @,
Quote Number 7 Quote Date B
External Catalogs
9 BeginningDate | |[§ 7 Date of Completion
February 2016
Additional i S MTWTF S
B .2z 3.4 576
7 8 9 1011 12 13
14 15 16 17 18 19 20
[ send to Supplier [ show at Receipt [ show at Voucher 2 N T
22 2
Add to Cart
@ Current Date [

19. Enter Beginning Date by clicking on calendar icon.

Create Requisition @

Welcome Business Services-Gen

@ Home My Preferences % Requisition Settings | B g Lines Checkout

Request Options. = | Search [Al v I Seath | agvanced Search
All Request Options New Requisition
ePro Services *Goodsi Service \Petmf Baby Grand Fiano
New Requisition Descriptis =
ks untormessre £A @
e Amount | 19,500.00] *Currency Code |USD ]
Forms “Category (93146 @
Favorites supplieriD G007y Suggest New Suppier
T —— Supplier Name |Metroplex Piano Inc @ .
Quote Number ? Quote Date 021082016 [[=]!
External Catalogs
: Beginning Date | ([ %) Date of Completion | |5 ?
Additional Information
@
[ 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 that the quote will expire. For Services, select the date
that indicates when the service is to begin.

Favores v | ManMens ~ > Employee Seff Senvice ~ > Procurement ~ 5 Requisiion

.m""".""nm mmt0110 on FSTSTU (easapp12) - 0212012016 13:13:02 Al | Searcn

# | Advanced Search
Create Requisition =

Welcome  Business Services-Gen i
Home /% My Preferences Requisiton Settings | [ 0Lines T
Reguest Options = Search Search

Advanced Search

All Request Options New Requisition

ePro Services *GoodsiService |Petrof Baby Grand Piano

New Requisition Description o
Quantity 1 Unit of Measure |EA Q
icts —— 1850000 *Currency Code |USD
Forms “Category |PROCUREMENT Y
Favorites Supplier ID |0000065732 @, Suggest New Supplier
Recently Ordered Supplier Name |Metroplex Piano Inc Q
Quote Number 332338332 ? Quote Date [02/08/2016 [
External Catal -
xternal Catalogs Beginning Date Ei? Date of Completion 7
3
Additional Information February 2016
S M TWTFS ¥
123 4586
7 8 9 A0 41 42 43
[ send to Supplier O 14 15 16 17 18 19 20 W at Voucher
21 22 23 24 25 26 2
Agd to Cart
28 29
(@ Current Date [¥)

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

Favorites « ‘ Main Menu ~ » Employee Self-Service » » Procurement » > Requisifion
ENTERPRISE
.E inFormation  mmt0110 on FSTSTU (easapp12) - 02/20/2016 13:13:02 All  ~ | Search | Advanced Search
Create Requisition 2
Welcome Business Services-Gen h 7
Home iy Preferences 32 Requisition Setings | B 0 Lines Checkout
Reguest Options 3 Search Search Advanced Search
All Request Options New Requisition
ePro Services *Goods/Service Petrof Baby Grand Piano
New Requisition Description —_—
Quantity 1 Unit of Measure |EA Q
web Amount 19,500.00| *Currency Code |USD
Forms *Category PROCUREMENT a
Favorites Supplier ID 0000065733 I Suggest New Supplier
Recently Ordered Supplier Name Metroplex Piano Inc I
Quote Number 533538853 a2 Quote Date |02/08/2016
External Catalogs

Beginning Date 027152016 |5 7 Date of Completion

Additional Information

[

[ send to Supplier [ show at Receipt [ show at Voucher
Add to Cart
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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 = MainMenu v > Employee Self v > F v >

.E“ INFoRMATION  mmt0110 on FSTSTU (easapp12) - 02/22/2016 13:50:46 Al | Seacn > Advanced Search

Create Requisition =

Welcome Business Services-Gen

Home:

7y Preferences Requisition Setings | [ 0 Lines JeDeO
Request Options B4 Search Search Advanced Search
All Request Options New Requisition
ePro Services *GoodsiService Petrof Baby Grand Piano
New Requisition Description
Quantity 1 “Unit of Measure [EA a

ety Amount 19,500.00| *Currency Code USD
Forms *Category |931-46 a,
Favorites Supplier ID 0000065733 Q& Suggest New Supplier
Recently Ordered Supplier Name |Metroplex Piano Inc aQ

Quote Number (333585383 2

Quote Date [02/08/2016 |5
External Catalogs

Beginning Date [02/15/2016 [5) ? Date of Completion

e

Additional Information February [v] (2016 [v]

[ExNc S M TWTF S
f2 34658

78 9 10111213
[ 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 28 29

@] current Date [¥)

23. Type any necessary information in the Additional Information field.
24. Click Add to Cart.
Note: If you need 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 + MainMenu ~ > Employee Seif - e

.E“ Rrommation  mmt0110 on FSTSTU (easapp12) - 02/22/2016 13:50:46 Al ~ | Search * Agvanced Search

Create Requisition z

Welcome Business Services-Gen

Home

External Catalogs

Beginning Date

@nal Informatio;

021152016 7

Quote Date [02/08/2016 [
Date of Completion [02/29/2016 |5 ?

[

[] send to Supplier

Add fo Cart

[] show at Receipt

[ show at Voucher

 wy Preferences Requisition Settings | EF 0Lines G il
Requestoptions Soarch Seatth | Advanced Search
All Request Options New Requisition
ePro Services *Goods/Service Petrof Baby Grand Piano
New Requisition Description 3
Quantity 1 *Unit of Measure EA &,

i Aot 19,500.00] *Currency Code [USD
Forms *Category [931-46 o
Favorites ‘Supplier ID 0000065733 Q Suggest New Supplier
Hacosty dined Supplier Name [Metroplex Piano Inc Y

Quote Number (333333333 7
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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.

Favorites ~ | Main Menu ~

Create Requisition

Business Gen

All Request Options

ePro Services
New Requisition

Web

Forms

Favorites
Recently Ordered

External Catalogs

Reguest Options b

» Employee Sefi-Service ~ » Procurement = » Requisition

.E“ Wromamion  mmt0110 on FSTSTU (easapp12) - 02/20/2016 13:13:02

Home

Search

New Requisition

*Goods!Service
Description
Quantity

Amount
*Category
Supplier ID
Supplier Name
Quote Number

Beginning Date

Additional Information

0000065733

Metroplex Piano Inc

wRP PP

5?

o My Preferences Requisition Seftings I

All = | Search » | Advanced Search

Search Advanced Search

*Unit of Measure Q
*Currency Code |USD

Suggest New Supplier

Quote Date [
Date of Completion 7
1

[ send to Supplier

Add to Cart

[ show at Receipt

[ show at voucher
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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 for correctness and
completion.
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 ~ MainMenu ~ > Employee SelfService > Procurement~ > Requisition

.E|§ Reomuation  mmt0110 on FSTSTU (easapp12) - 02/22/2016 13:50:46 Al ~ | Search % Agvanced Searcn

Checkout - Review and Submit

Review the item information and submit the reg for approval. = i
7" My Preferences Requisition Settings

Requisition Summary

Business Unit [SY769 @ Univ. of North Texas System Requisition Name |Fiano for Dr. Paul
@ = Copy Bid Vendors,
Requester 02200 @ Business Services-Gen Priority
Delete Bid Vend|
*Currency |USD Refresh

Custom Fields

Cart Summary: Total Amount 20,000.00 USD a Add More ltems
Expand lines to review shipping and accounting detalls First (4 Otofof2 b Last
Requisition Lines (7
Line Description ltem ID Supplier Quantity UomM Price Total Details Comments Bid Tab Delete
[J1 g Petrof Baby Grand Piano Metroplex Piano Inc 10000, Each 19500.0000 19500.00 = & f
i
Shipping Line 1 *ShipTo  [BSCA 400 Q Add Shipto Comments Quantity 1.0000) #[=
Address  UNT System Business = Add One Time Address Price  19500.0000 Price Adjustment
Service Center
Send to Pegging Inguiry

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

Denton, TX 76205 Custem Fields

Pegging Workbench

Attention To  |Business Services-Gen

Due Date 0202012016 ]

Accounting Lines

[12 & 5 Year Piano Senice Plan Metroplex Piano Inc 10000 Each 500.0000 50000 [ Qan & @
i
Shipping Line 1 *shipTo  [BSCA 400 Q Add Shipto Comments Quantity 1,000, ==
Address  UNT System Business = Add One Time Address Price 500.0000 Price Adjustment
Service Center
Send to: Pegaing Inquiry

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

Denton, TX 76205

Pegging Workbench
Custom Fields

Attention To  |Business Services-Gen
Due Date  [02/29/2016 [

Accounting Lines

____________________________________________________________________________________________________________________________________________________________|
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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 Requestor
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. Attach Proprietary/Sole Source Purchase Justification form, if applicable.

Line Comment

Business Unit SY76%

Line 1

Comments

Use Standard Comments

Requisition Date 02/20/2016
Status Open

Entered On:

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

w mmt0110 on FSTSTU (easapp12) - 02/20/2016 13:13:02

Find

Al v | Searth | »  Advanced search
First (&' 10f1 ‘&) Last
FHE
(BT

[Isend to Supplier

| Add Attachments
» Attachments

[ ok |[ camcel |

[] show at Receipt
|

[[] show at Voucher

5. Clicko

Line Comment

Business Unit SY769

Line 1

Requisition Date 02/20/2016
Status Open

n Browse in the File Attachment box.

|Comments

Find

First 4 10f1 (b Last

Use Standard Comments

Entered On:

EHE

B

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

File Attachment x
Help

|} Attachments

|

e | [Gaesr |
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https://bsc.untsystem.edu/sites/default/files/Propriety_Justification_0.pdf

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

Le]]

)

\Ji » Deskiop Receiving « [ 43| [ searen Desmf Receiving

Organize ¥ New folder = 0 @

l‘*ﬂ;ﬁﬁ = Name . Date modified Type Size
P Deskiop 2 Packing Slip 1/15/2016 210 PM  Microsoft Word D... 12KB
|18 Downloads Desktop Receiving 1 1/19/2016 222 PM  Windows Media P.. 42555 KB
l ﬁ Recent Places Desktop Receiving Final - Copy 1/20/2016 210 AM  Windows Media P... 34348 KB
Desktop Receiving Final 1/20/2016 3:10 AM  Windows Media P... 34,348 KB
Libraries Packing Slip 1/15/2016 210 PM  Microsoft Word D... 12KB
Documents
& Music
[ Pictures
B videos
1% Computer
&, Default (C)
L mmt0110 (Vicas-
8 BSC_Shared_Resc Help
8 OPS (Wfilestorer
EP ApoleiPhone
File name: M
__i Open __i Cance

8. Click Upload in File Attachment box.

File Attachment [x]
Help

ClUsersimmi01 10\Deskiop\Desklop Receiving\Packing Browse |

Upload Cancel

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

10. Repeat steps 4-9 for each file that needs to be uploaded.
Note: Attached files can be removed by the individual that attached them by clicking on
the minus sign next to the attachment that needs to be removed in the Attachments

section.
11. Click OK.
Favorites « | Main Menu ~ » Employee Self-Service » > Procurement - > Reguisition
.E|s iNroRMATion  mmt0110 on FSTSTU (easapp12) - 02/20/2016 13:13:02 Al - | Search »  Advanced Search

Line Comment

Business Unit SY789 Requisition Date 02/20/2016
Status Open
Line 1
Comments Find First ‘& 10f1 W) Last
Use Standard Comments Entered On: 02/20/2016 4:07:00PM H[E=
1 e
[ send to Supplier [ Show at Receipt [] Show at Voucher
Add Attachments
Attachments
Attached File User/Date Time View Send to Supplier
: - mmt01102016-02-20-
1 Packing_8lip.docx 16.44 10 753 View [ =1
OK Cancel

____________________________________________________________________________________________________________________________________________________________|
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12. Click the line details icon

when creating a requisition for a blanket order with a quantity of 1.

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

Favorites Main Menu ~ >

Checkout - Review and Submit
Review the item information and submit the req for approval.
Requisition Summary
Business Unit [SY763 |Q
*Requester |E92200

*Currency |USD

Cart Summary: Total Amount 20,000.00 USD
Expand lines to review shipping and accounting details

Requisition Lines (7

Line Description ltem ID
[]1 g~ Petrof Baby Grand Piano

Shipping Line 1

[12 g 5 Year Piano Senvice Plan

Shipping Line 1

Accounti

Employee Self Service~ 7 Procurement > Requision

.m--“.nm mmt0110 on FSTSTU (easapp12) - 02/26/2016 09:31:31

Univ. of North Texas System

@ Business Services-Gen

Supplier

Metroplex Piano Inc

*ShipTo  [BSCA 400 Q
Address  UNT System Business Service
Center

8end to: invoices@unisystem edu
1112 Dallas Dr., Ste. 4000
Denton, TX 76205

Attention To  |Business Services-Gen

DueDate (022972016 2]

Accounting Lines

Metroplex Piano Inc

“ShipTo  |[BSCA 400 Q
Address UNT System Business Service
Center

Send to: invoices@unisystem.edu
1112 Dallas Dr., Ste. 4000
Denton, TX 76205

Attention To  |Business Services-Gen
DueDate  [02/29/2016 £
ing Lines

Al ~ | Search

¥

My Preferences

Requisition Name

prorty

Custom Fields

dF  Add Moreltems

Quantity uoMm Price
1.0000 Each 19500.0000
Add Shipto Comments Quantity 1.0000
Add One Time Address Price  19500.0000
1.0000 Each 500.0000
Add Shipto Comments Quantity 1.0000
Add One Time Address Price 500.0000

Requisition Settings

> Advanced Search

Copy Bid Vendors

Delete Bid Vend
Refresh

First (4 » Last

Total Details Comments Bid Tab_Delete

1950000 [ O aa

Price Adjustment
Pegaing Inquiry
Pegging Workbench
‘Custom Fields

50000 [y Cag & O

HE
Price Adjustment
Pegging Inquiry

Pegaing Workbench
Custom Fields

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

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

All

INFormaTion  mmt0110 on FSTSTU (easapp12) - 02/25/2016 10:12:38 = | Search #  Advanced Search

f

Line Details

Line Details (2

Mol
il o Line 1 F—? Petrof Baby Grand Piano

Item Details (7

Merchandise Amount  19500.00 USD
Item ID
Category  931-46

Original Substituted tem
Description

Physical Nature

Buyer Q
Buyer Information

Configuration Info

Line Status ~ Open

[J RFQ Required

Device Tracking
[ zero Price Indicator
[ use Procurement Card

O Inspection Required
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14. Click OK at the bottom of the screen.

Line Details

|Line Details =) \

Mo Image

Line 1 "  Petrof Baby Grand Piano Line Status  Open
w Item Details ()
Merchandise Amount  {19500.00 USD [rFa Required
Item ID ["I Device Tracking
Category 93146 [ zero Price Indicator
Original Substituted Item [+ Amount Only
Description
P [ use Procurement Card
Physical Nature |Goods ~ |

[T inspection Required

GTIN

=

¥ Sourcing Controls (7)

Buyer | a
Buyer Information
Configuration Info
w Contract Information (7]
¥ use Contract if Available
Contract ID | el
Contract Details
version ||
Contract Line :Q
categoryLine [ |Q
w Supplier Information (2}
Ip [0000065733 o Piano Inc
Location |000 <3
Suggest New Supplier
itemiD | ]
pplier's Catalog | |
* Manufacturer Information (7
Manufacturer ID | [=3
Manufacturer
Manufacturer's Item 1D | (S}

["I consolidate with other Regs
[ calculate Price
¥ Override Suggested Supplier

=

¥ Custom Fields (2}

Custom Character 1|

Custom Character2| |

CustomDate| [

Custom Field 1]

Custom Field 2|

Custom Field 3|

Custom Field 4
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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.

Chackout - Review and Submit

B (T S0 informaton and St the e for appnovil

Requisition Summary

% mMMI0110 on FSTSTU {easapp2) - 02/22/2016 16:01:23

Al Search

iy Proforances

Requisiiion Nama

Rusiness Unie SY7ES 0 Unev. of Morth Texas Sysiem
I 2 i Copy Bid Vendors
Requister 93200 0, Gusiness Services-Gen Priorty [MEgm__ ]
Doiote Bid Vend:
“Curmency  USD Rotrosh
Custom Fisids
Cart Summary; Total Amount 70,000.00 USD
Expand Ines 1o review shipping and accounting details First 7a + Lasl
Requisition Lines 7
Line Discrption em 10 Suppaor Guantity uGm Prce Total  Detas COmments G Tao Cwiets
= (01 g= Petrof Bany Grand Brang Metroples Piar Inc 10000 Eatn 1950000 [y S e @ W
Shipping Line 1 *ShipTo [(BECA 400 (=1 A Bhipto Commants Quantity 1 0000 H=)
Address  UNT Syviem Business Secvice At One Time Address Frice  13500.0000 Price Adustrient
enler
Sand to: Invoices@unteystem. edu Pugging inguiry
1112 Oasas Dr,, Ste. 4000 Fegging Worknench
5205
Denton, TX 76205 Custom Fields
Allention To  [Business Serces-Gon
Due Date | 0/29201E i
~ Accounting Lines
“Distribute By
Accounting Lines Pemongize | Fnd [viewan | 0] BB pest 8 qor 0 Lam
Chartfieldsl | Gparfinids? | Dot Dagails 2 st information || Asset nformation 2 || Budget Information | [
Line Seatum [ins Typn [ ocation Louantity ersent Merchanding A |GL Ui iy vt
1 Cpan RSCP 400 1.0000 1000000 13,500.00|av7En L= =]
w 72 g& S Year Flang Sarvice Pian Nstropiex Piana inc 10000] Each 5000000 50000 -3 Crage o WO
ShIpping Line | *Ship To  BSCA 400 (=3 Agd Shipta Commems Quantity 1.0000; ==
Address  UNT Systom Businiss Sorice Asd One Time Address Price 5000000 Price Acusimant
Caniar
Sand to: Invoicesuntsysiem adu Pegging Inguiry
1112 Daltas O Ste, 3000 Pagging Warkbench
Denton, TX 76205 b Pl
Attention Te  [Business Services Gen
Due Dale  Gaas016

1] Select All / Deseduct All

Shipging Summary

& Edit tor Al Lines
Ship To Location

Address

Atantion To
Comments

Requisiticn Comments and Atiachmants
Enter requsition cormiments

¥ Accounting Lines

BSCA 400

UNT System Business Service Centar
S i osEunttystom edu
ankas O B, 000

Dontan, TX 78205

Rusiness Sarvicas-Gian

{8 Aga 1o Favomes

3 Add to Tempiate(s) T Delste Selected

B Mass Change

Total Amaunt 20,000.00 USD

s

e Comments and ATt

Ll sena 1o suppiior Ll snow at Recsipt L] snown at veucher
Approval Justification
Entac approval justificason for this requisition
", check Budget T Pre-check Budget
= S B sove Before Submit = Add More ltems

&3 Proview Approvas
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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

Use Standard Comments> Entered On: =l
e

4

] send to Supplier [] show at Receipt L] show at Voucher
[ Add Aftachments |

w Attachments
Attached File User/Date Time View Send to Supplier

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

SetiD SHARE
Standard Comment Type [begins with ||
Description [begins with ~||

| Lookup || clear || cancel | Basic Lookup

Search Results

View 100 First 4 1scrs ) Last

Standard Comment Type Description

v Asset Managrnem :

Accounts Payables
‘Change Order
‘Central Rei:eiﬁing
Pumhme.oma'fﬁeq Comments
‘Template Justification |
‘Supplier Instructions
Terms & Conditons.
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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.

Look Up Comment [D

SetiD SHARE

Standard Comment Type REGQ
Standard Comment ID[begins with V]|
Description[begins with ~|

Look Up Clear
Search Results
View 100 Fist @ tor1 @ Lost

Ci 1D [

JUST i Req mems,j o)

22. Click OK.

Standard Comments

w Search Criteria
Comment Type[iEQ
& 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

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

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
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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. Reference any existing contracts or purchasing
cooperatives used.

Advertisements Animals Blanket Purchase Orders

Branding/Logo Items Contributions Controlled Items

Flowers, Floral Arrangements &

Direct Publications
Plants

Controlled Substances

Gifts, Gratuities and

Foreign Nationals .
Honorariums

Food and Beverage

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 + MainMenu = > Employee Self-Service~ » Procurement~ » Requisition
ENTERPRISE
.E“ iNormATion mmt0110 on FSTSTU (easapp12) - 02/25/2016 10:12:38 Al ~ | Search » Agvanced Search
Header Comments
Business Unit SY7E9 Requisition Date 02/25/2016
Status Open
Comments Find First ‘4 10f1 & Last
Use Standard Comments Entered On: [+][=]
1|Dept. Contact: Karen James | Contact Phone: 940-555-5555 | Contact Email: karenjames@unt.edu A (B
Special Instructi Please email the address above when the order ships
Aftachments: Refer to any attachments such as contracts or quotes v
Puirs - Thi e haca will allows Prof, r Paul $n romnlata tha oo itinn ~f 2 neart whirb e ol 1t in arante and
[[] send to Supplier [ show at Receipt [] show at Voucher
Add Attachments
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

Dept. Contact: Karen James | Contact Phone: 940-555-5555 | Contact Email: karenjames@unt edu ~
Special Instructions: Please email the address above when the order ships.
Attachments: Refer to any attachments such as contracts or quotes v

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

Approval Justification

Enter approval justification for this requisition

Edit more Comments and Attachments

T check Budoet B Pre-check Budget

Submit & save Before Suomit aF Add More ltems &9 preview Approvals
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29. Click Save Before Submit at the bottom of the screen.

Checkout - Review and Submit
Rpview thee: fEm MIMATIon and submit the req for approval &
My Preferences L Regusstion Selbngs
Requisition Summary
Business Unit SY7T68 o Linsv, of North Texas System Requisition Mami
*Requester |E92200 B, usiness Services-Gen Prioty [Megum ]
“Curmency  US0
Custom Fieids:
Cart Summary: Tonl Amount 20.000.00 S0 ____ s Aad Mace Itenns — —
Frpand lines 16 review shipping and accounting datals Fiest 4 b Last
Roquisition Lines 7
Line Descrigtan ftem 1D Sumgiier Quantity uom Total Detans Commenls Bid Tab Delete
- []1 g Pebol Baby Grand Piano Metrogiex Piana inc 10000  Each 1950000 18 O oage @ W
Shipping Line 1 “ShipTo |[BSCA 400 (=1 Add Shigho Comments Quantity 1.0000 ==
Address  UNT System Business Seqvice Add One Time Adaress Price 18500 D000 Price Adustmont
Hand o Vol esEuntsysiam, sot Fegging Inquiry
1112 Dallas Dr , Sto. 4000 Pegging Werknench
Denton, TX TE205 Custoem Fisids
asisniionTo! GRS ]
Due Date 22072016 i}
¥ Accounting Linas
 [12 g 5Yoar Piano Service Plan Metropiax Piana Ine Each 5000000 =000 Dage &= W
Shipping Line 1 tahip To: [SBCA 400 = Add Shipto Comiments Guantity 1 000 =)
Address  UNT System Business Servica Agd One Time Asdress Price 500 0000 Price Adpstmant
Bnnd B Invoit esEuntaySiem. odu Pegging Inquiry
1112 Craitas O, St 4000 Pegging Workbench
Denton, TX 76205 o £
Anention To. Business Services-Gen |
Due Date 2202018 iC1]
¥ Accounting Lines
[C] Setect AN £ Deselect Al Select lines to: [ Add to Favoribes G Add to Tomplateds) T Cowliter Slorctoed THMass Change
Total Amount  20.000.00 USD
Shipping Summary
& et for Al Lines
Ship To Location BSCA 400
Address LINT Systom Busingss Sorvico Corlor
Bund o, mwoices@untsyatinm sdu
1112 Dallies D _ St 4000
Denton, TX 78205
Attention To Business Services-Gen
Commenis
15 and
=
w~
Ecl mare: Communts and Altachiments
[The purchase of ths specialty panc will aliow Prolessor Paul 1o complete and perform the composition of 3 concen Which could result in Grants and natonal recognibon for te UNT System. F
22 Cneck Budget I Pre-cneck Budget
& Submit @ saveBefore Submit dF Acd Mare Rems 69 Proview Approvals
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30. Click on the Telephone icon 5 |ocated next to the Comment icon to complete the Bid Tab

for each of the vendor quotes received.

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

Favorites Main Manu -+ -

-r."m MmI0110 on FSTSTU (easappi2) - 0212212016 08:08:21

Checkout - Review and Submit

Resiew the fem infermation and submit the req for appeoval
Heguisition Summary

Dusiness Uit (3768 0

Univ. of Nonh Texas Systeen

Al | Search

L My Preferences

Requisition Mame #ara for Gr. Baul

B pequsiion Setlings

i ucndlll = o2 L Business Senices-Gen Priority [Me o
Deilote Ric Vena:
*Currwncy (USD Rafresn
Custom Fieids
Cart Summany; Total Amount 70,000.00 S0 L A Mare lems
Expand b e ShipoIng and tireg it First o O i1of2 » Last
Requisition Lines |2
Line Descnphon I 1 Supphur Cauntity oM Brice Totsl Dataiis Comments  Bid Tao Delete
¥ [[]1 g Peircf Davy Grand Plana Matopiex PLang Inc 1 Q000 Each 15000000 18500.00 [, -4 L= 3 E:,]]
Shigping Line 1 *Ship To Add Shipto Comments Quantity 1.0000 =
Addroes A Gne Time AdGss Price 16500 0000 Frice Adusiment
PepaIng Inquiry
Pagging Warsbench
Denion, TX 76 Custom Fislas
Attention To vEes-Gen
Du Date =
¢ Accounting Lines
* []7 g# 5Year Prano Service Plan Matroplex Piana inc 10000 Each 00,0000 500,00 = Cad = 0
Shipping Lina 1 “Ship To  |BSCA 400 o Add Shipls Camments Guantity 1 B0, el =]
Address  UNT System Dusiness & Add O Time Addiess Price S00.0000 Price Agustment
Sarvice Center
Peoging Inquiry
Pugging Workbench
Denton. TX 76205 Cusstom Flelds
Attention To Ness Servicas-Gen
D Diate 018 &
¥ 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.
32. Skip to step 37.
Favorites ~ | Main Menu - '+  Employes Seli-Service » »  Proc * > Ri
ENTERPRISE ) =
wrormation  mmt0110 on FSTSTU (easapp12) - 02/22/2016 13:50:46 All - | Search > | Advanced Search
Business Unit: SY78Requisition ID: 0000000158 Line Number: 1
Find | View All First ‘&' 1of 1 " Last
& % ’ e
Bidder #: OlBia Awarded oo =]
Supplier @ Addr Seg Num: Supplier Type
ID:
Name 1:
Address Line 1:
Address Line 2: Cntry:
City: State: Postal:
PhoneType v Line Number: 1
Int'l Prefix: Ext:|
Contact Name: Phone:
Amount: [Ino charge o Bid
OK Cancel 7' :Jpplgii:

____________________________________________________________________________________________________________________________________________________________|
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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 Al 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: | |

Prone Type V] Line Number: 1
et promwc| | —

Contact Name:|  Phone: | |

Amount: | | CINo charge CIno Bid

ok || cancel || Aeply |

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

Marw 100 Fist & paowrsn B List

Suapper 103 e 4 Lo o Uy Seauence Postal Core
OBGDA0G0T LNT Payron ¥ {Btank) 06 * T8203-0000
DO0O000003 ATHLETIC DEFT WHKING FUND v {blank) G99 1 THZ03-D000.
DOCOOOD004 Dalla Sigma Thata Soronty, inc h g iDank) 000 1 THI03
DADODOOCS Zota P Beta ¥ bk 00 a raz0e
£ALACOCOCA Madel Inematianal Org ¥ iotank) GR 1 78203
00000017 Tagkamante. Sai A Y. iptank) 000 (] MaD 12
£O0OCODIZS Beta Alpha PS-UNT Shapter Ve (piank] G99 1 76303 5219
DODO0OCZR NARA - LINT Stucent ¥ {oeank)  G5R 2 TEAIEITH
DACOO0AA b3 ioeank) 01 1 75112
0O0ODODA0 Tust Vendar 1 N (beark) 00T a 6201
DADODOCOA1 Learmug Inc 1 (paank) TX 1 T
DACODODA4 UNT SYTER ¥ ftank)  0O0 1 a8
DA0O0ODGAS LINT NT753 ¥ {btank) 000 1 76205
DADOCOCOSE LINT BLTTI ¥ ikank) OO 1 azan
DADAOONST LINT HETED ¥ e 78107
LACA0A0AAN aawlH1 44 Tenbig ¥ ibtank) TESTEAW 1§ TA2ze
DACODO0D4R Bun . Atank) 000 1 32780
DO0ODOCOAD w1 44-TING TEST v {phank) 00 1 Ta22e
CO000OBIS1 tins mtertace test 2 v (béank} 00D 1 TEI26
000000052 Bryon, Michael J Y fbtank) 000 a sz
LACAOACALA Alpha Culls Py v {btank) 000 2 70623
DOCOCO0OEE PHI SIGMA PY ¥ {Btank) GO0 1 Taxe
DACODOCOET Zaka Tau Alpha X {Biank) GO0 1 76201
DO0O0000GE PHI KAPPA SIGIMA v {béank) 00O 2 a0
DOOO0O0IH3 Alpna P Soronty v intank) Faw 1 76203
BACABIC102 Eden Travel v inkank) 000 ) Nwa 182
DACODOGT 23 SIOKA LAMBDA DETA i (peank) G0 1 raza
DADODO0TAS Faminiat Majorty Laadanmhin ARance v (ibaank) 000 5 e
LACOLODT A UNT Panrwiars ¥ e ) 1 T
0000000200 Wels F3 v (peank) 097 1 76301
£ADOCOCZ0E PHP VACLILIM TECHNOLOGY v ibeank) 000 1 SRIOLR
DACADO0Z30 Liniversity v {brank) 000 1 15z
DADODOD23S Algha PR Y. {pAank} 000 2 8203
000000245 Workd Ecnoes N (oeank) | #9¢ 2
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39. Select the appropriate Supplier ID from Search Results — confirming the Postal Code is correct.
Note: If the appropriate Name 1 does not appear in the Search Results, click Cancel. Enter

Name and Address on the Bid Tab screen.

40. Enter Contact Name and Phone.

Look Up Supplier ID

SefiD SHARE
Supplier 10| begins with ~| |

Name 1[begins with_~/|[metropiex piano
Default Location| begins with ~||

Address Sequence Number[= ~]
Postal Code | begins with ]|

| LookUp || Clear || Cancel | Basic Lookup

Search Results
View 100

First (4 10e1 @) Last

Open For Supplier Defoult

Name 1 1
Ordering Type Location

Supplier ID
0000065733 Metroplex Piana Inc Y (blank) 00D 1

41. Enter the bid or quote amount received from vendor in the Amount field.

Line Number: 1

Business Unit: SY7@Requisition ID: 0000000158

Supplier (0000065733 |
1D:

Name 1: |Metroplex Piano Inc

Find | View Al  First (4 1of1 (b Last
_ ) . s =
erd 1 LBid Awa MNew Vendor? =
Addr Seq Num: 1 Supplier Type :l

Address Line 1:9292 LBJ Frwy

Address Line 2: | Cntry:[USA |
City:|Dallas | state: TX | Postal: | |

Phone Type:{Business v Line Number: 1
Intl Prefix:| | Ext[ |
Contact Name: [KarePhone: [940-555-5555
Amount:| 20,000.00] [INo charge CIno Bid
oK || cancel || Apply |

____________________________________________________________________________________________________________________________________________________________|
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42. Click on + to add a new bid.

43. Repeat steps 31 - 41 for each bid.

44, Click on box next to Bid Awarded (the bid selected), No Charge (the vendor is providing
the item for free), or No Bid (the vendor did respond) as applicable.
Note: Supplier Type automatically populates if identified as HUB supplier.

45. Click OK.

Fawvorites - | Main Menu - > Employee Self-Service - > Procurement - > Requisition

ENTERPRISE
.E“ INFORMATION mMMt0110 on FSTSTU (easapp12) - 02/22/2016 13:50:46

Business Unit: SY78Requisition ID: 0000000152 Line Number: 1
Find | Wiew 1 First ‘&' 1-3 or3 “&' Last
Bidder #: ' @n_'l—
i er 1 id Awarded Mew Wendor?
Supplier [0D0D0D0OSS5733 | C Addr Seq Num: 1 Supplier Type
ID:

MName 1: Metroplex Piano Inc

Address Lime 1: 9292 LBJ Frwy

Address Line 2: Cntry: USA
City: Dallas State: | TX Postal:
Phone Type{Business | Line Mumber: 1
Int"l Prefix: Exi:

Contact Name: KareiPhone: |9400W555-5555

Amount: 20000.000 [Jmo charge [ o Bia

Bidder #: i = | =
idder 2 [ Bid Awarded Mew Vendor? ==l

Supplier Ooo0022 750 (s}
ID:
Name 1: 'Woods & Son Piano

Addr Seqg NMum: 1 Supplier Type

Address Line 1: 14929 Hamison Street
Address Line 2: Cntry: USA
City: Brighton State: CO Postal: 75931

Phone Type: Business | Line Number: 1

Int’l Prefix: Ext:

Contact Name: Ken Phone: |214/555-5555

Amount: 19000.000 [Jmo Charge [ o Bia
Bidder #: i +||=
i er 3 [ Bia Awarded Mew Wendor? [=1[=]
Supplier DOODO22757 (&) Addr Seq Nums: 2 supplier Type
ID:

MName 1: Collora Piano

Address Lime 121451 WyclifT Ave

Address Line 2: Cntry: USA
City: Dallas State: TX Postal:
Phone T!"'DE: Line Mumber: 1
Intl Prefix: Ext:

Contact Mame: |[KellyPhone: 4863/555-5555

Aamounit: o Charge 1 no Bia

L] o Cancel Apply

____________________________________________________________________________________________________________________________________________________________|
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46. Click on the triangle icon

next to AccountingLines.

Favorites - ‘ MainMenu ~ > Employee Self Service » >

ENTERPRISE
INFORMATION
SYSTEM

Checkout - Review and Submit
Review the item information and submit the req for approval.
Requisition Summary
Business Unit SY769  Q
*Requester |[E82200

=Currency USD

‘Cart Summary: Total Amount 20,000.00 USD
Expand lines to review shipping and accounting details

Requisition Lines (7

Line Description Item 1D
w4 %? Petrof Baby Grand Piano
Shipping Line 1 *Ship To
Address
Attention To
Due Date

@Accounllng Lines

v []2 g 5 Year Piano Service Plan

*Ship To
Address

Shipping Line 1

Attention To
Due Date

} Accounting Lines

Procurement » >

Requisition

mmt0110 on FSTSTU (easapp12) - 02/22/2016 13:50:46

Univ. of North Texas System

Q Business Services-Gen

Supplier

Metroplex Piano Inc

BSCA 400 aQ

=3

UNT System Business
Service Center

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

Denton, TX 76205

Business Services-Gen
0212912016 &}

Metroplex Piano Inc

BSCA 400 Qa
UNT System Business %
Service Center

Send to:

invoices@untsystem edu
1112 Dallas Dr_, Ste. 4000

Denton, TX 76205

Business Services-Gen
0272072016 5

Al ~

W

Search

My Preferences Requisition Settings

Requisition Name |Piano for Dr. Paul

Quantity

1.0000

Add Shipte Comments
Add One Time Address

1.0000

Add Shipto Comments
Add One Time Address

priorty

Custom Fields

aF Add More Iltems

uom Price
Each 19500.0000
Quantity 1.0000

Price  19500.0000
Each 500.0000
Quantity 1.0000

Price 500.0000

| | Advanced Search

Bid Vendo!

[ Refresn |

First (4 Oto1of2 b Last

Total Details Comments Bid Tab Delete
19500.00 Oad & @

EHE

Price Adjustment

Pegging Inquiry

Pegging Workbench

Custom Fields

500.00 Qo & @
H[=

Price Adjustment

Pegging Inquiry
Pegging Workbench

Custom Fields
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47. Review expense detail for accuracy in Chartfields 1 and Chartfields 2 in the Accounting
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.

Favortes MainMana ~ > EMployes SERGENKE - o PYOCUTSMENt - > Mandgs REGWBDONS 5 REqumon
% mmto110 on FSTSTU (easappi2) - 02/22/2016 16:01:23 AL~ oo P
Checkout - Review and Submit
Rovda th Bom nommaton and sobert I tog 1o appotal
- My Breterres L Ripgueston Setngs
Requisition Summary
Dusiness Uit SVTEE oy Requisition Hane
*Requester [E63300 — Copr Bid Viendors
o o Diiote B Viend
“Currency W50 Ratren
Custom Fiekds
Cart Summary; Total Amount 20,000.00 USD 4 A More e
Fir :
Lins Descnipton e Quarts [Fe Price Total  Detars Commends Bid Tab Dedate
17 g~ Peirol Gatry Grand Pana 10000 Ea 125000000 1550000 -3 D @ @
Shippimg Ling 1 “Ship To A Shipta Comments Cantity 1.0000 il
Adaress A Cine Tims Adarnss Price  {9500.0000
Attention Ta B
Due Dale i B
w Accountng Lines
‘Distripute By |39 ]
Caccounting Lines D) First & ory W Lt
Chartholds? N2 Dets Dege 1 Informanon L5581 |t
Linm Statun { s ation sty Ea—
pen BSCE 400 = Ly Q ill=
12 g7 5ear Planc Senvce Pan datromias Fang Inz o0 Bach 00,0000 oy [ D @ 0O
Shipping Line | Add Shipto Commants Cssntity 1.0000, £
Addiess Adg One Time Agdress FPrice 500.0000 Price Agpstment
Prgging Ingiry
Pegging Workbench
3 Curstom Fiekds
Atrengon To s rACes-Cs
Due Bate 52, o]
p Accounting Lines
[] Seaes A I Dagaiatt AN Select lines 1o e Acid 10 Farvortes, G Acd 10 Temmgiates T Dot Savectiocs MM Ghangs
Tedal Amount 20,000 00 UBD
Chartfields 1
Accounting Lines Personalize | Find | View All | | E First ‘&' 1of1 ‘& Last
Charifields1 Chartfields2 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, 100.0000 1,000.00|(SY769 Q Q, .il .:I
Chartfields 2
Accounting Lines Personalize | Find [View All| 20| R First © 1011 ® Last
Chartfields1 Chartfields2 Details Details 2 Asset Information Asset Information 2 Budget Information
Account |Alt Acct  |Dept ;::“1 Fund Function PC Bus Unit Project |Activity Program Purpose Site |Affiliate Fund Affiliate
53101 |Q [7334]Q [922000 | [105]Q [[195001|Q |[550 la | Q| @ | Q| @ | & | Q| | o F|=]
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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 | View All | @l E First ‘4’ 1of1 ‘»' Last
Chartfields1 Chartfields2 Details Details 2 Asset Information Asset Information 2 Budget Information
Line Status Dist Type |*Location (Quantity Percent Merchandise Amt |GL Unit Entry Event
1 Open BSCP 400 Q 1.0000 100.0000 500.00(SY769 Q Q ﬂ j|
— _ — I
51. Distribute funding based on the quantity or percentage of the line amount.
Accounting Lines Personalize | Find | View All | & = First ‘4 1-20f2 '} Last
Chartfields1 Chartfields2 Details Details 2 Asset Information Asset Information 2 Budget Information
Line Status Dist Type |*Locafion (Quantity <Peroent ) Merchandise Amt |GL Unit Entry Event
1 Open BSCP 400 Q 1.0000 100.0000 500.00/5Y769 Q, Q [+|[=]
o Open BSCP 400 Q| 0.0000| 0.00|5Y789 Q| Q [+]|[=]
52. Click on the Chartfields 2.
Accounting Lines Personalize | Find | View Al | (2] [ First ‘4 1-20f2 '»' Last
Chartfields1 @r{'ﬁeldsz Details Details 2 Asset Information Asset Information 2 Budget Information
Line Status Dist Type |*Location (Quantity Percent Merchandise Amt |GL Unit Entry Event
1 Open BSCP 400 Q 0.5000 50.0000 250.00{SY769 Q Q [+|[=]
2 Open BSCP 400 Q| 0.5000] | 50.0000 250.00(sY769  |Q | Q [+]|[=]
53. Make changes to the newly created distribution lines, as needed.
Accounting Lines Personalize | Find | View All | @I E First &' 120f2 ‘& Last
Chartfields1 | Chartfields2 || Details || Details 2 || AssetInformation | AssetInformation 2 || Budget Information
Account |alt Acct  |Dept E‘;;“j Fund Function PC Bus Unit  [Project |Activity Program Purpose Site |Affiliate Fund Affiliate
53104 @ [7378]@, [s22000 |@, (105 ]|@, (195001 |@, [550 Q aQ a Q Q Q aQ [} Q [+H|=]
53104  |Q [7378|Q [922000 |@ [105|Q |195001 |@ |550 Q| Q| G | Q. Q| Q. Q| Q Q [+]|[=]
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Reviewing Budget and Approvals and Submitting the Requisition
Requisition Budget and Approvals must be reviewed before submission. Follow the steps below to
ensure the requisition is correct before submitting.

1. Click Pre-Check Budget 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

The purchase of this specialty pianc will allow Professor Paul to complete and perform the composition of a concert which could result in grants and national recognition for the UNT System. F

ﬂa Check Budget @ Pre-Check Budget

Submit & save Before Submit L Add More ltems 68 Preview Approvals

2. Click Check Budget to conduct an official budget check.

Approval Justification

Enter approval justification for this requisition

The purchase of this specialty piano will allow Professor Paul to complete and perform the composition of a concert which could result in grants and national recognition for the UNT System. ]

- it ;
B e il Budgel Checking Status Provisionaly Valid

Submit B save Before Submit == Add More Items 63 Freview Approvals

3. Click Preview Approvals.

Approval Justification

Enter approval justification for this requisition

The purchase of this specialty piano will allow Professor Paul to complete and perform the composition of a concert which could result in grants and national recognition for the UNT System. ]

T Check Budget B3 Pre-Check Budget Budgst i kng Slatus Vald

Submit [ save Before Submit dF Add More ltems &3 Preview Approva

____________________________________________________________________________________________________________________________________________________________|
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4. Review the Preview Approvals screen to ensure the requisition will be routed to the
correct Approver for UNTS Department Approval.
Note: If the requisition is set to route to the correct Approver, move on to step 13. If the
requisition is not set to route to the correct Approver, follow steps 5-11 to ad hoc to the
appropriate Approver.

5. Click the green plus symbol té%add an Approver.
Note: You may add an Approver 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

.E“ INFoRMATION mmt0110 on FSTSTU (easapp12) - 02/23/2016 09:49:45 Al | Search > Advanced Search
Preview Approvals

Requested For Business Services-Gen MNumber of Lines 2

Requisition Name 0000000162 Total Amount 20,000.00 USD

Business Unit SY769

Status Open
Approval Justification

Priority Medium The purchase of this specialty piano will allow
Professor Paul to complete and perform the
composition of a concert which could result in granis

Budget Status Not Checked and national recognition for the UNT System.

Purchasing Approval

Requisition 0000000162:Initiated [#]start New Path
UNTS Buyer Approval
Not Routed
= Multiple Approvers
E“' Purchasing Approval E

UNTS Dept ID - ePro

Line 1:Initiated
Petrof Baby Grand Pianc
UNTS Department Approval

Not Routed

@ Asher,Donna Brooks @
@ Manager Fiduciary Approval

Line Z:Initiated
S Year Piano Service Plan
UNTS Department Approval
Not Routed
&> Asher,Donna Brooks e

Manager Fiduciary Approval

[#]Start New Path

[#]start New Path

Purchasing Manager Approval

Line 1:Initiated
Petrof Baby Grand Pianc
Purchasing Manager Approval

Not Routed

Saxon,Randall J
s 81 ¢PRO PURCHASE MGR APPRVL ALL

[#]start New Path

Line 2:Initiated

[#]Start New Path
5 Year Piano Service Plan

Purchasing Manager Approval
Not Routed

E“’ @ Saxon,Randall J

ePRO PURCHASE MGR APPRVL ALL

Return Apply Approval Changes
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|Insert additional approver or reviewer

Choose an approver or reviewer to insert

User 0
Insert as: (@) Approver
O Reviewer

| Ciee [caree ]

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

Approver/Reviewer Search

~
ame;) [begins with ™| | |
User ID: |begins with V| | |
| | search | | clear | | Cancel |
Search Results
43
__UseriD Name
201 UNT Controller
26221 UNTD Controller
40 NTHSC oller
262 Svstem Admin Coniroller
20000 Requested by Ace Gere
0 Facilities Plan & Consir
RTESTUSER Davis. Avonna Ruth
1000 Office of fne President
E1100 Provost-Gen
E11005 |Academic Affairs-Gen
E11010 Academic Resources-Cen
E11 Inst Rsreh & Effectiveness
E110 N Texas Community Consorfium
ET10 |Space Mgmt & Planning
E110 Sustainabili
E11015 exas Municipal Clerks )
E11016  |UNT on the Square v
E11017 FacultySerate | ||

9. Select the appropriate Name or User ID for the Approver you want toinsert.

| Approver/Reviewer Search

Name: [begins with %] [Saxon, Josy
User ID: |begins with v] |
| | Search | | Clear | | Cancel |

Search Results

| User ID
cs0014 Saxon Ladonna C
(Iris0001 Saxon Randall J
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10. Click Insert.

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

e —
(2 httpsy//eiswbfststuadmin.unt.edu/psc/fststudl_2/E..

Insert additional approver or reviewer

Choose an approver or reviewer to insert
User ID:  [js0001
Insert as: (@) Approver

O Reviewer

Preview App

| Insert | | cancel |
Requisition

|@, Saxon,Randall J

Number of Lines i

Total Amount 20,000.00 USD

11. Click Apply Approval Changes.

12. Repeat steps 5-11 for each additional Approver or Reviewer you need to add.

UNTS Dept ID - ePro

" Line 1:Initiated
Petrof Baby Grand Piano
UNTS Department Approval

Not Routed [=l Not Routed

Inserted Approver

¥ Line 2:Initiated
5 ear Piano Semvice Plan
UNTS Department Approval
Not Routed

Asher,Donna Brooks
| B e Fiduiory Approval | H

Purchasing Manager Approval

¥ Line 1:Initiated
Petrof Baby Grand Piano
Purchasing Manager Approval
Not Routed

E‘* Saxon,Randall J
g ePRO PURCHASE MGR APPRWL ALL

Line 2:Initiated
5 Year Piano Semvice Plan
Purchasing Manager Approval
Not Routed

E“’ Saxon,Randall J
g ePRO PURCHASE MGR APPRWL ALL

| Return | | Apply Approval Changes |

[¥]start New Paln

Saxon,Randall J Asher,Donna Brooks
= = | & Manager Fiduziary Approval -

[#]start New Path

[#]start New Path

[F]Start New Path
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13. Click Return.

Preview Approvals

Requested For Business Services-Gen

Requisition Name 0000000162

Business Unit SY769
Status Open

Priority Medium

Budget Status Not Checked

Purchasing Approval

Requisition 0000000162:Initiated
UNTS Buyer Approval

Not Route_d
B @ At ©

UNTS Dept ID - ePro

Line 1:Initiated
Petrof Baby Grand Piano
UNTS Department Approval

Not Routed =

Inserted Approver

Line 2:Initiated

S Year Piang Service Plan
UNTS Department Approval

Not Routed

Asher,Donna Brooks -
Manager Fiduciary Approval

FH-+

Purchasing Manager Approval

Line 1:Initiated
Petrof Baby Grand Piano

Purchasing Manager Approval
Not Routed

=, Saxon,Randall J
FH- &PRO PURCHASE MGR APPRVL ALL

Line 2:Initiated
5 Year Piano Service Plan
Purchasing Manager Approval

Not Routed

F-» @ SonRandall
= ePRO PURCHASE MGR APPRVL ALL

Return Apply Approval Changes

Favorites | Main Menu ~ » Employee Self-Service

Not Routed
E|_’ Saxon,Randall J _E|—’ & Asher,Donna Brooks _E‘

Manager Fiduciary Approval

> Procurement » > Requisition

wrormation  mmt0110 on FSTSTU (easapp12) - 02/23/2016 09:49:45 All = Search

Number of Lines 2

Total Amount 20,000.00 USD

Approval Justification

The purchase of this specialty piano will allow
Professor Paul to complete and perform the
composition of a concert which could result in grants
and national recognition for the UNT System

[F]start New Path

[F]start New Path

[#]start New Path

[#]start New Path

[F]start New Path

# | Advanced Search
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14. Click Submit.

Edit Requisition - Review and Submit
Review the fem Information and submét the req for approval, »
My Preferences L Requisition Settings
Business Unit Y78 Univ. of North Texas System Requisition Name 0000000152
Requester £32300 Business Sendces-Cen Requisition 1D DODOA0A 182
Cutrency I_JJSD Prineity | Medium vf
Custom Fialds
L:uis Suentwery: Yoinl femomat 2000084150 i+ Add Mors tiams
Expand knes 1o review shipping and atcounting detais Firsit tea2ar2 b Lamt
Requisition Lines (1)
Line Descriphon Itern 1LY Bupplas Cuantity LA Prica Total Detaids Comments Bid Tab (alata
¥ []1 g Petrol Baty Grmd Piang Aetroplex Piano inc B 1.0000] Each 1RE00 0000 16500 00 123 Oad m™m @
Shipping Line 1 *ShipTo  BSCA 400 e Agd Shipto Comments Quantity 1,0000° ==
Address  LINT Sysiem Business Service Add Une Time Asdress Price Price
Canter
Hend o' mvolcas fRuntsystam aau Fepping ingury
1112 Dafias Dr., Ste. 4000 Pusgging Weakbonch
Denton; TX 76205 Cxslonn Fiik
Attention To
Due Date
» Accounting Lines
¥ [ e 5 Yoar Piana Servico Plan Metroplex Piang inc Each 500 0000 50000 R Doage ™ 0O
Shipping Line 1 *Ship To  DSCA 400 & Add Shipto Comments Quantity 10000, ==
Address g‘mmm Business; Snavice A2a One Time ASGress Price 500.0000 Price Agjustment
Hand o mwolcesfiuntsystam adu Pepging inguiry
1112 Dagas Dr., Ste. 4000 Pisgging Workberch
Denton, TX 76205 G Fiskss
Attention To  [g
Due Date
¥ Accounting Lines
] Serlerct A8 £ Dot All Select lines to: e Akt ter Farvariteess G Acsdt tes Tonplantings) [ Dokt Satected TEaMirss Chamnge
Total Amount 2000000 USD
Pre-Encumbrance Balance Mot Availabie
Shipping Summarny
’ Edit for All Linas
Ship To Location BSCA 400
Address UNT System Business Service Center
Sand for invoices@untaystem edu
1112 Dultas D, Ste. 4000
Duriton, TX TE205
Artention To Business Services-Gen
Comments
i ]
Emter requisition comments
Dept Conlact Karen James | Contact Phone: B20-555 5555 | Contact Emal karenjamesgunt i e B
| SSpstisal Irsstructione i menl i s st wiisn B oroes ships
I Reter fo any such as confracts or guotes W
[ send to Suppiier [ show at Receipt [ snown at Voucher - - -
Aporal Jostication
Enter approval justification for this requisiion
‘Th!pu:ha:l af [his: Spociity g will slow Profsor Paul o complto and gesform the compesilion of a concor which could el in geants and nabonai recognition for e UNT Systom rm
L P B B2 rrecieck Bud Budget Checking Status:Valld
B save Before Submit dF Acd More ems £ Preview Agprovals
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15. Review the Confirmation screen.

Favorites = Main Menu ~ > Employee Self-Service ~ > Procurement = > Requisition
Fm"'“ Wien  mmt0110 on FSTSTU (easapp12) - 02/23/2016 09:49:45 Al ~ searcn » | Advanced Search

Confirmation

Your requisition has been submitied.

Requested For Business Services-Gen Number of Lines 2
Requisition Name 0000000162 Total Amount 20,000.00 USD
Requisition ID 0000000162 Pre-Encumbrance Balance
Business Unit SY768 Mot Avallable
Status Pending Approval Justification
The purchase of this specialty piano will allow
Priority Medium Professor Paul to complete and perform the
composition of a concert which could result in grants
Budget Status Valid and national recognition for the UNT System
3 [i:=]
S view printable version & Edit This Requisition 3 Check Budget % Pra-Check Budget

Purchasing Approval

Requisition 0000000162:Pending [F]start New Patn
UNTS Buyer Approval

Pending

Multiple Approvers
O Purchasing Approval R

UNTS Dept ID - ePro

Line 1:Initiated
Petrof Baby Grand Piano
UNTS Department Approval
Not Routed = Not Routed

g, Saxon,Randall J o, Asher,Donna Brooks
Eing Inesrted Approver - Mianager Fdusiary Approval | 1]

[#]Start New Path

Line 2:Initiated

5 Year Pianc Senvice Plan
UNTS Department Approval

Not Routed

g, Asher,Donna Brooks
= Manager Fidusiany Approval | 1)

[#]Start New Path

Purchasing Manager Approval
Line 1:Initiated
Petrof Baby Grand Piano
Purchasing Manager Approval
Not Routed
= S .Randall J
El" egégnPUgnC:ASE MGR APPRVL ALL E

[F]start New Path

Line 2:Initiated [E]Start New Path
5 Year Piano Senvice Plan
Purchasing Manager Approval

Not Routed
= Saxon Randall J
E— PRO PURCHASE MGR APPRVL ALL

Apply Approval Changes

e

S Create New Requisition B 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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