Preparing a requisition with a bid tabulation:

Create Requisition

1. Complete page 1 of the requisition
as you normally would, except, do not

1. Define Requisition El'&; 2. Add Items and Services \:ga

3. Review and Submit%

indicate a vendor. Complete

Specify requisition name, requester, and other information that applies to the entire requisition.

17752 | University of North Texas

[N10305

Business Unit:

*Requester: iQ Purchasi Fyment Senvices *Currency:

Requisition Name: | Bid Tab

dvalues farthese fields.

Note: The defaults specified below will be applied to requisition lines when there are no pred

Vendor: | | Vendor Location:
[ a
ShipTo:  |USB 135 |,
Due Date:  |06/02/200¢]

Unit of Measure:

Buyer: Category:

Attention:

i Asset Information

SpeedChart Key |

requisition name, due date, and enter
the speedchart.

Location  GL Unit Account  AltAcct Fund Dept Class mtﬂ"s Proiect  Activity ?0‘“‘* Cateqory  Subcategory Fund Srce Affiliate  [tem Type
lus 13)Q [NT752 | | la [ & [21]@ [s3950 |@ [97]Q [NT752]Q | la | la | la | | I [Local@ | (=] la =

Continue

Create Requisition

[

1. Define Requisition

2. Add ltems and Services \ga 3. Review and Submit

Es

Add lines to the requisition, spe

cifying the information necessary to procure each item or service

Search: |

Special Request | Templates |

@, Search

*ltem Description:

description, price, quantity, unit of
measure and category code.

Additional Information

|item description

2. Complete page 2 of the requisition “Price: —
. *Quantity:
as you normally would. Complete item “Category: a0
Vendor ID: |

1.00000

*Currency:
—— “Unit of Measure:  EA aQ
=) Due Date: [o6r0212009 3
a Sugoest New Vendor

&

[[] send to Vendor

["] show at Receipt

[[] show at Voucher

Additem | Cancel |

Add or Start New Type ]




Create Requisition
E‘ 1. Define Requisition Eh; 2. Add ltems and Services J. Review and Submit

Feview the details of your requisition, make any necessary changes, and submit it for approval.

Business Unit: MTTEZ Iniversity of Morth Texas

IN10305 4, Purchasing & Payment Senvices Copy Bid Vendors |

*Requester:
NEXT Priority: |Med|um »

Requisition Name:  |Bid Tab Requisition ID:

Requisition Lines

Line Description Quantity UOM
F[] 1 ltem description 1.0000 Each 1.00000
[] Select Alli Deselect All Total Amoumt:

L #add to Favorites | (] Add to Template(s)| Sjodity Line / Shipping / Accounting | i Delete |

Justification/Comments

[] send toVendor [ ] Show at Receipt [] show at Voucher

L Check Budget | [ 1 Req needs vendor setup \ /
E Save & submif | ﬁ%s & preview apprnvalsl )( Cancel requisition | 1. Complete Page 3 as you normally would,

adding attachments and completing the
justification/comments.

2. Budget Check, which also saves the requisition.

3. Click on the bid tab icon.




This screen is where you will indicate the three quotes obtained. All bidders must be in the vendor database. If they are already set
up, you’ll be able to locate them through the vendor search magnifying glass. If they are not in the vendor database, you will need to
have them setup, by clicking the “New Vendor” hyperlink.

Tabulation of Bids

1. Place an “X” in
the Vendor ID

field. Click on the
magnifying glass.

Business Unit: MT752 ReqlD: NEXT

Vendor not in database? See Slide #7. Do not
continue until you’ve been notified that vendor

Line; 1

Vi

has been set up.

v All

First (4] 1 or 1 (¥ Last

Bidder #: EI ] Bid Awarded New Vendor? [=]
Q Addr Seqhum; > |@  Vendor Type: v \
2. OCIncg the Mk | |
vendor is icki
e TR | | 4. Clicking Qn the
selected, an . i (+) and (-) signs
address code Address Line 2: | Cntry:!_lc"\ will allow you to
must also be /@ | State: Postal: | _| add or take away
selected. Once bidders.
both of those e s ||—|v
are done, the T
vendor’s Int'l Prefix: Phone: | | Ext:| | You are not
information will Contact Name: | | required to enter
appear. the phone
Amount: | > | o charge [ Ho Bid
Comments: :;rr::e;, ocronta «
ot quo / comments. That
amount quoted by information can
fch;e.vendc:]r. OL be found in the
!n icate that there Vendor f||e
is no charge or no

bid for this line.

Save |




1. When all bidders have
been entered, click the
appropriate bid awarded

box to select your vendor.

Bidder#: E - —>[|Bid Awarded New Vendor? [=]
Vendor ID: |0000005575 |, Addr Seq Hum: C‘L Vendor Type:
Name 1: [DALWORTH CHARTERS & TOUR: |
Address Line 1: | {925 E BELTLINE RC
Address Line 2: [SUITE 101
City: |:,__:__ LT

2. Save the bid tab

S
int1Prefix:| | Phone: | | ext[ ]

Contact Name: | |

Amcunt:l 5020.0nu| [ Mo Charge [ Mo Bid
Comments:

Save I

Return |




2. If the requisition has multiple lines, once the
bid tab has been set up correctly on line one, click
the “Copy Bid Vendors” button once.

Edit Requisition
E‘ 1. Define Requisition Eh]—:

ya

2. Add ltems and Services \ﬁ

Review the details of your requisition, make any necessary changes, and submit it for approval.

3. Review and Submit

Business Unit: T752 LIniversity of Morth Texas
Requester: 0305 Purchasing & Payment Services Copy Bid Vendors
Requisition Name:  |BidTab2 Requisition|D: 0000073015  PHiOTity: Medium v

Requisition Lines

Line Description

F] 1 ltem#

CANDY HAVEN 1.0000 Each 1.00000 1.00 B O
b0 2 tem#2 1.0000 Each 1.00000 1.00 B O
[] Select All/ Deselect All AN 500 USD
L Padd to Favorites | (3] Add to Template(s)| S4odify Line / Shipping / Accounting | [ Delete |
Justification'Comments

Justification.

=

[ sendtoVendor [ | Show at Receipt [] show at Voucher

i, Check Budget

| Budget Checking Status:Valid

[ Req needs vendor setup
B Save & submit | = Save & preview apmnvalsl 2 Cancel Changes |

1. Save and Preview the requisition.




Edit Requisition

E‘ 1. Define Requisition Eh; 2. Add ltems and Services \% 3. Review and Submit
Feview the details of your requisition, make any necessary changes, and submit it for approval.

Business Unit: T752 University of Morth Texas

Requester: 10305 Purchasing & Payment Semvices Copy Bid Vendors |

Requisition Name:  |BidTabZ Requisition ID: 0000073016 Priority: Medium  w
Requisition Lines

Line Description

O] 1 tem#

CANDY HAVEN 1.0000 Each 1.00000 1.00 B (=
P[] 2 ltem#2 CANDY HAVEN 1.0000 Each 1.00000 100 B O

[] Select All/ Deselect All

Total Amount: 200 UsD
L #add to Favorites | (2] Add to Template(s)| S3odify Line / Shipping / Accounting | i Delete |

Justification'Comments

Justification. \ I-_|’r31
[[] send to Vendor [_] Show at Receipt [] Show at Voucher \

i Check Budget | Budget Checking Status:Valid }%Req needs vendor setup

E Sa'u'e&submitl ,:,%Saue&preuiew apprnualsl XCanceIChanges |

1. The information from the bid tab on line one has now
been copied to each line of the requisition. You will
need to visit each bid tab so that the amounts quoted
specific to each line are accurately reflected.

2. The requisition now has a valid vendor and valid
budget, the “Save & Submit” button should be active.
Be sure to “Save & Preview “ instead to ensure correct

routing or ad hoc if needed. “Submit” from the
Confirmation page.




When setting up a bid tab, all vendors providing a quote have to be active vendors in the vendor database. If, using the
vendor look up screen in the bid tab, you are unable to find the vendor, you will need to click “New Vendor” which will
open up the screen so that you can enter the suggested vendor’s contact information. Then, check the “req needs
vendor setup” box on the “#3 Review and Submit” page, and “Save & Preview” the requisition. This will notify the
vendor entity team that the vendor needs to be added to the database. Do not continue until Vendor Entity notifies
you that the vendor has been set up. l

Once the vendor entity : | _ \l/
team notifies you that the Bidder #: -E [ Bid Awarded LA
vendor has been set up, Vendor ID: Addr Seq Num: | | Vendor Ty
yf)u will need to revisit the i g iNewVendnr
bid tab. ) :
Address Line 1: iNew‘-jendnrAddress |
1. Delete the new Address Line 2 | | Cntry: | |Q
vendor record by ity-TTlew Vendor City | state:[Tx Postal: (12345 |
clicking the minus
SIgn. - Phone Type: |—v|
2. Follow the directions Int’l Prefix: | Phone: | | Ext| |
on slide #3 to pullin Contact Name: | |
the newly added
vendor to the bid tab. Amount:| 2500, [1No Charge 1Mo Bid
Comments:
3. Award the bid as
shown on Slide #4
4. Savethe edited bid e
tab.
Save ]
5. If necessary, copy
vendor to each line as Return ‘
shown on Slide #5/6
7




