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i i Menu EH E
NaVIgatlon 1. To create
. Search:
After logging into the EIS FS system with re_qwsmons, | | )
your EUID and password, the opening click on b My Favorites
screen features a left side menu pagelet eProcurement. I Campus Self-senvice
which consists of a hierarchy of folder and [ Employee Self-Senvice
content references used for navigation. The i E;:Egﬁiﬁem
left pagelet menu will expand and a > Accounts Payable
navigation page with icons will appear in I* Set Up Financials/Supply Chain
the center of the screen. You may navigate E"F';"U”"hﬁ_t ol
. . .. eporting Tools

with either the pagelet or the navigation b PeopleTools
page. — Change My Password

— My Personalizations

— My Systemn Profile

2. Choose “Create Requisition.”

— Creat¥Requisition
— Manage Requisitions

[> Accounts Payable

[ Set Up Financials/Supply
Chain

[ Worklist

[ Reporting Tools

[ PeopleTools

— Change My Password

— My Personalizations

— My System Profile

eate Requisition
Reguizitionz

Worklist Add to Favorites

Manage Requisitions [ff Custom Functions

Requisitions ~  GBPV_CUSTOM_FUNCTIONS
= Vendor Look Up

EIS uses data stored in tables to populate many of the fields of a requisition. Any time a
magnifying glass icon is present, it indicates a table is tied to that field. The icon should be
used to search the table or to confirm the selection of data within the table. EIS will not
permit you to add raw data to a table.




Define Requisition Screen

ePro Coordinator’s base
DeptlID will be the default.

1. Name your requisition. You can give it a name that is meaningful to you using alpha-
numeric figures. The requisition will be assigned a unique number by the system when it is
saved. However, when looking up requisitions using “Manage Requisitions” you’ll be able to

see both the name you’ve given as well as the number.

Create Requisitio‘n

isition 2.|Add Items and Services \gi

‘ E‘ 1. Define Req E!,%;

3. Review and Submit ‘

Specify requisition name, requester, and other information that

:IQ. University of Morth Texas

IN10305

applies to the entire requisition.

Business Unit:

*Requester: |Q Purchasing & Payment Services
\

Requisition Name: |

Hote: The defaults specified below will be appliedtor

*Currency:

ition lines when there are no predefined values for these fields.

2. Use the magnifying glass to search for a
| vendor from the vendor database (Slide 4)

Medium i

Vendor: | | Vendor Location: Leave blank - Category and unit of measure
Buyer: Catogory W will be inserted at the line.

shipTo:  [UsB 135 |Q 3. The Due Date is the date the

DueDate: | o & fom: | SpeedChartkey| | requisition is being created.

N ;
Chartfieldsd| | Detale ' Asset Information
Location  GL Unit Account  AltAcct Fund Dept Class Eﬁitﬂ“s Project  Adtivi % Category Subcategory Fund Srce Affiliate  ltem Type
usessa szl Jal Jafjal ja[jal ja[ jal \ ja[ Ja[ ja[ Jja [ ja[ a] 2 =

Conti
“=— 5. The due date is an indication to the vendor when

shipment should be made. Budget and due date default
to the current date . If the budget date needs adjusting,
click on the “Details” tab. In the Budget Date box, enter
the desired date. NOTE: If the budget date is altered,
change the Due Date to match.

6. Click “Continue” to move to next screen.

4. The SpeedChart Key is where you enter the DeptID or
ProjID. DeptID and ProjlD’s should be six digits long.

DeptID’s should be preceded with a “0”; ProjID’s with a letter.
It is recommended that you enter the DeptID/ProjID and then
click on the magnifying glass to confirm that you have entered
the correct funding source. Click on the blue link to populate
your requisition with the DeptID/ProjID.




Vendor Search Screen

Vendor Search

Vendor -

Name:

Short Vendor
Hame:

City:
Country:

Postal Code: Vendor Type

=, Siate:

§® Enter search criteria to find a vendor.

Retum to Define Reguisition

Find |

*  Product Code |

dndorld  laox

+ [ILm04173

PRI

3 DON1173

Once a list of vendors is
presented, the vendor is
selected by clicking the
blue vendor ID number.
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The EIS vendor database syncs daily with
the state vendor database. Vendors who
are not in good standing with the state will
be unavailable when creating requisitions.
Searches can be done by name, location,
vendor type (HUB) or type of purchase.
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Add Items and Services Screen

The next screen will depend on what you choose here. This defines the type of item you wish to
purchase. Generally, a good is something tangible that can be physically touched. Goods should be
delivered by the vendor to central receiving and then forwarded to the ordering department. There
are a few exceptions. Services are defined as non-tangible. A service can be work performed or in
the case of a service contract, a promise to perform. Rentals, insurances, speaking fees are all
considered services. A one time cost for a service is considered a fixed cost. Multiple payments for
services that may extend over a period of time are considered variable. Monthly copier rental is a

variable service. Time and materials represent a mix of services and goods.

Create Requisition

Do not use this search feature, it
is not tied to anything and will
not produce any results.

e =

2. Add ltems and Services

3. Review and Bubmit

1. Define Requisition

Add lines to the requisition, specifying the information necessary to procure each item or senvice.

Search: |

Goods Requesta good.

Fixed Cost Senice Request a one-time service for a flat fee.

Wariable Cost Senvice quest a service for which the fee is based on the time worked.

Time and Materials W

st a semvice for which the fee is based on the time worked and materials used.

Special Request THI.]I:IES
Select a Request Type

21 Search

Click on a request type to continue.

Review and Submit




Special Request Screen - “Goods”

Create Requisition

E‘ 1. Define Requisition E‘E, 2. Add Items and Services \gi J. Review and Submit

Add lines to the requisition, specifying the information necessary to procure each item or senvice.

Search: | 1. Enter a complete description of the item being purchased. You can enter up to 253
characters in this space. Start with “What”, then give parts # if necessary.

*Item Description: </,_,/‘ 2. Enter the Price of the item,
the Quantity of the item and

*Quantity: *Unit of Measure:

*Category: Due Date: E‘j

|
*Price: | y‘
| o the Unit of Measure.
|
|

Vendor ID: Suggest New Vendor If you need a vendor set up in
the EIS vendor database, click
here, you will be redirected to
a new screen, see slide #11.

Additional Information

|
\ 3. Click on the magnifying glass to select a category
& code. There is a frequently used category code list
[] send to Vendor [[] show at Receipt [] showat Voucher posted on the BSC website.
Addltem | Cancel |  Add or Start New Type |
This box is for additional information for this item. If you
4. Click “Add Item” when line is complete. Clicking “Add Item” need to include more than 253 characters in the “Item
saves the information entered and provides a new “Goods” Description” line above, you can do so here. This is not
screen. If you wish to add a service, click “Add or Start New where you would include general information pertaining
Type.” You'll be taken to the previous screen (slide #4). When to the entire requisition.
you are finished adding lines, click “3. Review and Submit” at the
top of the page to move to the next screen. 6




Special Request Screen — “Services”

Special Request
Fixed Cost Service

* Service Description:

Additional Information

Templates

Fixed Cost Service

7|\

*Value of Service: * Currency:

* Category: Q
Vendor ID: | Q Sungest New Yendor
Start Date: E'J End Date: E:J
Quote Number: | Quote Date: E]

Special Request | Templates
Variable Cost Service

B *Service Description: |
[ Send to Vendor [] show at Receipt [] show at Voucher
*# of Units of Work: *Unit of Work: Q
Add Service | Cancel | Add or Start Mew Type | *Rate: *Currency Code: S0
*Category: Q
. . Vendor ID: Q Suagest New Vendor
Variable Cost Service

Quote Number: Quote Date: 2]
Beginning Date: el Date of Completion: E

Special Request

Templates

| Information

Time and Materials (1 of 2)

Additional Information

*Service Description: |
*#0f Units of Work: | *Unit of Work: = 1to Vendor [] show at Receipt [ show at Voucher
giates | “ELETEE = ice Cancel | Add or StartNew Type |
*Category: | Q

Vendor ID: | Q Suggest New Vendor

Beginning Date: i Date of Completion: 2]

Quote Number: | Quote Date: ] <—— Time and Materials (Note this is screen one of two;

screen one is the same as variable cost service and
screen two is the same as goods.)

] Send to Vendor

[[] Show at Receipt

[1 Show at Voucher

Continue |

Cancel |




Review and Submit Screen If there are items to be
attached electronically to

the requisition, add them to
line one by clicking on the

\% B white speaking bubble.

Edit Requisition
E‘ 1. Define Requisition El‘@ 2. Add ltems and Services

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

Business Unit: University of Morth Texas
Requester: Purchasing & Payment Semvices Copy Bid "U’Eﬂdﬂr5|
Requisition Name: 0000070568 Priority:

See slide #12 Expanded Line View

Line Description Vendor Hame

b LN 1 Chocolate Truffles CANDY HAVEN 2.0000 Each 2.00000 400 B o=

b[] 2 AlmondBark CANDY HAVEN 5.0000 Each 1.00000 5.00 B (O

[] Select All/ Deselect All Teion & A o
L Aqd to Favorites| 3] Add to Template(s)| E3odify Line / Shipping / Accounting | [ Delete | See slide #16 Line Details

Justification'Comments
3. Click “Check Budget.” A Es
[] Send to ‘l.r'endo//" [] show at Receipt [] Show at Voucher |
i Check\Ell/udget | Budget Checking Status:Not Checked \ [[1Req needs vendor setup
B | guSave & preview Elpprwﬂ|5| 2 Cancel Changes | 1. Enter your justification and comments here. This would include

the department/vendor contact, special instructions, and any
— - ; statements needed per policy. Use The Purchasing Guide to assist
2. Click “Save and preview approvals.” Re-enter the you in completing this section. (BSC Website)

requisition by clicking “Edit Requisition”
4. After Budget Check, Click “Save & Preview Approvals” g




Confirmation Screen

Insert additional approver or reviewer

User ID: | |CL
. ) Reviewer
Confirmation
Insert| Cancel |
Requested For: Purchasing & Payment Humber of Lines: 2
Senvices .
Requisition Name: 0000070568 Total Amount: 9.00 USD
Business Unit: MNT752
Priority: Medium
Budget Status: Valid
NT752 Requisition Approvals
~ Requisition 0000070568:Initiated [#]5tart New Path

NTT752 Requisition Routing

Mot Routed Not Routed
Stoeckert. Carrie L Multiple Approvers
EH & DEPARTMENT MANAGER +— = _E|

£Pro Purchazing Approval-NTiSY

Submit |

Edit Requisition |

2. Click “Submit.”

1. Review how the requisition is scheduled to route. If needed, use the
green plus sign to add additional approvers. (Ad Hoc)




Home Worklist Add to Fawvorites Sign out

Confirmation Screen - routing to multiple DeptID Holders .

Confirmation
Requested For: Furchasing & Fayment Number of Lines: 2
Senices .
Requisition Name:  Training - 2 line Total Amount: 42.00 USD
L . Justification:
Requisition ID: 0000071670 Deptantment Contact Vendor Contact Motes to
. o Purchasing/Payments regarding requisition andfor
Business Unit:
NT752 dishursement. How does UNT benefit from this purchase.
Priority:; Medium
Budget Status: Yalid

NT752 Requisition Approvals

= Training - 2 line:Pending [#]5tart Mew Path
NT752 Requisition Routing

(9 Standifer.Dennis Myron
DEPARTMENT MANAGER Not Routed

. — | & Multiple Approvers ¥

&Pro Purchazing Approval-NTiSY
(B. Fenaluna¥vonne E

DEFPARTMENT MANAGER

ST | | Edit Requisition I ApplrApproval Ehanges |

View printable version Manage Requisitions  Create Mew Requisition \

Congratulations! You’ve successfully entered a requisition. Use the blue hyperlinks to create a new requisition, go to
manage requisition, or view a printable version. If done with EIS, sign out using the link in upper right hand corner.

10



Suggest A Vendor Screen

When filling out the “Suggest A Vendor” screen, fill in as
completely as possible. Click “OK” to return to the previous
screen (slide #5.)

Finish the requisition by entering lines and completing the
justification/comments.

On the “Review and Submit” screen, be sure to check the
“Req needs Vendor Setup” checkbox before clicking “Save
and preview approvals.”

The vendor team will send you an email notifying you that
the vendor is ready.

Load the vendor by entering it on screen 1 (slide 3). Then
load vendor the line following the directions on slide 13.
Note: Only need to suggest a vendor on one line of the
requisition.

Suggesta Vendor

Vendor Name: |

Contact Name: |

Address Information

Country: usa |[Q United States

Review and Submit Screen

Create Requisition

Address 1: |

Address 2:

|

Address 3. |

City: |
State: Postal:

Int'l Prefix:

Phone Type:
Telephone: Ext:
Comments:

oK cancel |

If vendor is an individual, put their
SSN in the comments block.

Ifl 1. Define Requisition Eh;

2. Add Ite}v\m and Services

é 3. Review and Submit

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

Business Unit: University of Marth Texas

*Requester: |N'1 0305

Requisition Name: |

There are no lines on this request.
Please add new line in order to save this requisition.

= | & | %

L, Purchasing & Fayment Services

Requisition

Copy Bid Vendors |

NEXT Priority: Medium v |

[ Req needs vendor setup

11



Expanded Line View

When you click on the small “down” arrow next to the line, it opens the line so that you can review the fund information for
that line. While you have active fields here, it is recommended that you not manually make changes on this screen. qu
To change information, see slide #13/14 < >

A

Requisition Lines

Line Description Vendor Hame Quantity UOM

[J 1 Chocolate Truffles CANDY HAVEN 2.0000 Each 200000 400 B O
Consolidate with other Regs Override Suggested Vendor
Shipping Line: 1 Due Date: 021022009 [ Quantity: 2.0000 =]
Status: Active *ShipTo:  (USB 135 | Q  [=] Modify Shipping Address
Attention: |Purchasing & Payment Services

*Distribute by: SpesdChart: Q

Accounting Lines
[ chartfields1 T Betais ] Assctinformation

Line Status Dist Type *Location Quantity Percent Amount |GL Unit Account Alt Acct  (Fund |Dept Class |PC Bus Unit |Project Activity _?_::;ce

lus 12Q | 20000 | 100.0000 400 [NT752 QL [501007 QL [7210 @ [ @ a| @ Q| Q| Q| Q|

b0 2 AlmondBark CANDY HAVEN 5.0000 Each 1.00000 5.00 B

[] Select All i Deselect All

Total Amount: 9.00 USD
L #PAdd to Favorites| () Add to Template(s)| [ Jodify Line / Shipping / Accounting | [ Delete |

12



vAg
<9Cv>4>

Never
change
vendor at
the line.
Return to
“Define
Requisition”
(slide #3) to
make
changes to
the vendor.

'’

Modify Line / Shipping / Accounting — Load Default Values

If, when creating a requisition a vendor or funding source is not entered, or is entered incorrectly on the
“define requisition” (slide #3) and a change needs to be made for the entire requisition, it can be done
in five steps. This is the way to load a suggested vendor after you’ve been notified by the entity team
that the vendor has been set up.

1. On “Define Requisition” (slide #3) enter the new vendor and/or funding source, click continue

2. Navigate to “Review and Submit” (slide #8.) Follow steps below.

Requisition Lines

B 3, Select all lines and cli

SAKON, RANDALL J 1.0000 Each 1.00000 1.00 B

Now is the time for all good m SAXON, RAMDALL J 1.0000 Each 1.00000 100 B
[] Select Al / Deselect Al Total Amount 200 USD
L #add to Favorites | (2] Add to Template(s)| Z3Modify Line / Shipping / Accounting | 7 Delete |

Create Requisition

Modify Line / Shipping / Accounting

Note: The information below does not reflectthe data in the selected requisition lines. When the "Apply button is clicked, the
data entered on this page will replace the data in the corresponding fields on the selected lines.

e I I

o [ 8 oy [ A

Key

|Accounting Information customize |IFind | 88 First [4] 1 or1 [} Last

Chartfields1 |  Defals | Asset Information

Percent Location GLUnit  Account  AltAcct Fund Dept Class EC l““"’ Project  Activity ;‘z‘gce Category  Subcategory Fund Srce Affiliate  Item Type
1 [ vl ol jaljal Jjal &l &l I&] l”Rl &l _Ja[  Ja [ Ja[ 1&] Q FHE
|

Load Values From Defaults

4. Click “Load Values from Default”

/] Apply Cancel
which pulls in the vendor/fund
5. Click “Apply.” source information entered on the

“Define Requisition” page. 13




vwA<s Modify Line / Shipping / Accounting — Changing information on individual lines.

< o>
DVQ If the funding source or delivery location needs to be changed for an individual line/lines of a

multi line requisition, versus changing the information on all lines, use these steps.

1. Select the line or lines that you wish to modify. Click on Modify Line/Shipping/Accounting.

Requisition Lines

Line Description ML
b 1 Meal reimbursement SAXON, RANDALL J 1.0000 Each 1.00000 1.00 B &=
P[] 2 MNowisthe time for all good m SAXON, RANDALL J 1.0000 Each 1.00000 100 B
[] Select Al / Deselect Al Total Amount 500 USD
L #add to Favorites | (2] Add to Template(s)| “3odify Line / Shipping / Accounting | 7 Delete |

Create Requisition

Modify Line / Shipping / Accounting

Note: The information below does not reflect the data in the selected requisition lines. When the "Apply button is clicked, the
data entered on this page will replace the data in the corresponding fields on the selected lines.

Vendor ID: l:l Q Vendor Location: l:IQ . K

ae: [ Ja Category: . Ja 2. To change the fur?dlrfg source for the line, enter
the new DeptID/ProjID in the Speedchart Key box.

spte: [ |@

DueDate: |  [&  Attention: | ] SpeedChart Q

Key

Customize | Find | 2 First El 10f1 El Last

[Accounting Information

Chartfields1 Yy  Details Asset [nformation
Percent Location GLUnit  Account  AltAcct Fund Dept Class EﬁnB“s‘ Project  Activity ;:f Category Subcategory Fund Srce Affiliate  [tem Type
1 Q [N752Q al Jjaljal ja[jal Jal [&] al Jjal Jal ja[ ja[ Ja] Q & &

Load Values From Defaults

;51\""’—‘ _cancal | The default delivery location for all requisitions will be the base DeptID holder’s
. » office. Using the magnifying glass to search the location table, change the
3. Click “Apply. location to reflect where central receiving should deliver the goods.
14




Distribution Change Options

Clicking “Apply” on the previous screen prompts the Change
Distribution Options.

1. Select “All Distribution Lines.” This will apply the change for the

lines we’ve selected. It will change all associated fields across the
distribution line.

istribution Change Options

Forthe selected requisition lines, apply distribution changes to
All Distribution Lines
Apply changes to all existing distribution lines.
) Matching Distribution Lines
Apply changes to each existing distribution line by matching the distribution line numbers.
O Replace Distribution Lines

Remave the existing distribution lines and replace with the distribution lines changes.

OK | Cancel |

/N

2. Click “OK”. You will be returned to the “Review
and Submit” screen, slide #8. You can expand

the
line to confirm your change was applied. *




Line Details Screen

Only used to establish your requisition as an RFQ (Request for Quotes) (>5$25,000.01.)

Create Requisition

Line Details

Do not make changes here. If changes are needed,
make them at the “Define Requisition” screen.

Line Status: Pending

Do not suggest a vendor here.

View Hierarchy Use the Suggest New Vendor on

/ /10\ Buyer [nformation

the Special Request Screen

‘V//|O\ SAXON, RAMDALL Suggest Mew Vendor /

7 @ saxoN, RANDALL J

Line: 1 Dinner Reimbursement with pros

=

Amount: 35.00 usD

Category: 999-12 Travl in St-Meals
Lodaing

Buyer: |

Vendor: 0000012120

Vendor Location: |I:IEII:I

Vendor's Catalog: | |

Vendor Item ID: |

Manufacturer ID; |

/G, UPNID:

Manufacturer's ltem ID; |

|Q 1. If setting up a requisition that

Physical Nature

Device Tracking
Confiquration Info

L3
[

QK Cancel

Zero Price Indicator  [] Amount Only

needs to be established as an RFQ,
click here. Do this on every line of
your requisition. Visit the BSC
website, Purchasing Forms, Formal
Solicitation Request for additional
information and necessary form.
Complete the form and attach
electronically to the requisition.

2. Click “OK”. You will be returned to the
“Review and Submit” screen, slide #8.

16




Manage Requisition Screen.

Manage requisitions is used to cancel, copy, or edit requisitions or to monitor requisition
progress through it’s lifecycle.

Manage Requisitions

o

To locate requisitions, edit the criteria below and click the 5

Business Unit. [NT752 a
Requisition 1D | |Q
Date From: |I:IEH 712009

Requester:  |N10305 a

Requisition
Request Status;

B ——DateTor 02242009 [E

Entered By:

All but Complete

Approved

|7 Cancelled
Complete

Denied

Cpen

PQ(s) Created
PQ(s) Dispatched
Pending

Receiueq

2. You can also filter by date range,
coordinator, name, and/or number.

1. You can filter requisitions by status.

e | Budget Status:

| )

Search | Clear |

3. After establishing search criteria, click “search.”

The business unit and requester ID will
default based on the security profile.

You can sort by any of the blue column headings — Requisition #, Requisition name, date, status, total.

T T

ReglD Reguisition Mame
I pOO0DO71684 0000071684
[ pDODO71683 Pegoy's req

[ p00DO71681 Richardson IS0 - Hippy

I pODOOFAG7E  Mew Req

' pDOOOFAGTT

' pDDOOFAGTE

3 Multil's3Loc'sY3Recei...

3 Multil's3LocsY3Recei...

BU
MNT752

MNT752

NT752
MNT752

MNT752

MNT752

T

Date Status Budget Total
02/24/2009 Pending  Valid 2.00UsD| =Select Actig
-1 You can take
02/23/2009 PO(s) Valid 2 poUsD <SelectActip
Created action via the
-| drop down
02/23/2009 Open Valid 0.01usD| <SelectActiq -
]
02/23/2009 Pending  Valid 4.00UsD| *Select Action selGall ¥
=3elect Action.. w
02/23/2009 PO(s) valid g.oousp =Select Actio
Created Cancel Requisitio
| Copy Requisition
02/23/2009 Open Mot 4.00USD| <SelectAdion £ o oo Lisition

LA Requisition Cycle

Wiew Approvals

17



Requisition Lifecycle - You can expand any of the requisitions on the “Manage
Requisition” screen to view the lifecycle by clicking on the small triangle.

¥ 0000071670 Training - 2 line NT752  02/18/20080 Pending  Valid 42 00USD| *Select Action.. V|G”|
Requester: FPurchasing & Payment Entered By:  Milligan,Ronald Scott Priority: Medium
Senices
Request Lifespan:
Reguisition Approvals Inwentory 23 Sl Ri.iving Returnzs Inwoice Payment
Orders Request

Line Information
Line Description Status Price Curr GQuantity UOM  Vendor

Dinner Reimbursement with . SAXON,
1 pr_ Fending Approval 35.00000 UsD 1.0000 EA RANDALL J X
2 Tip Pending Approval 7.00000 USD 10000 EA  SAMON X

RANDALL J

As processes are completed, users can access additional details by clicking on the active icons. PO number can be
obtained when the Purchase Order Icon is active, Invoice Numbers can be obtained when the Invoice Voucher is active
and payment information to include check number and days outstanding when the Payment icon is active.
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