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Purchasing Policies and Procedures

The Requester is responsible for initiating the Purchase Order cycle. This means that
you, the Requester, must have a basic knowledge of the Purchasing “rules” that regulate
how UT System Administration procures commodities or services. Therefore, it is very
importantthat you familiarize yourself with these “rules” and procedures BEFOREyou
proceed with creating and forwarding a Requisition for approval. Your “best friend” in

this endeavor is the Basic Procurement Training guide, found on Contracts and Procurement’s
Training Webpage.

Still, your very BEST friend remains your Buyer, so please never hesitate to contact me!
My contact information is on the Additional Resources page of this guide.

| expect, however, that you will have “done your homework” and studied the Basic Procurement
Training guide, as well as this guide.
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ACQUIRE THE ROLE OF DEPARTMENTAL REQUESTER*

*each department within System must designate at least one individual to perform requisitions in PeopleSoft.
If you are the “designee”, then this guide is for you.

1. You must first be assigned the role of “Requester” by OTIS Helpdesk. You do this by simply clicking on the
link below (you must log in with your SNAC) and filling in the applicable information:

FMS Authorization Request Form
PeopleSoft FMS Authorization Request

Clat Hrep b 1488 hftoriphon Inirctons

Lrmgdoryen Mare - [ ffectve Date. Jz'
- . o ‘=
L Drparterent .
ar
Tithe Fihai Bl
Type of Reguet:
Krm Account Modify Fmbing Account Conable Account

Reasan fod Regirest

Sl Job Ut i relatan be Papie ol o
Roles Requested
o {Chack all Bhat aophe)

+ Hove uremant Travel Adwerwaty ator (Create Travel vouchers)

Gt Cantar Bavarwar Qe

~

(Continue next page)
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https://forms.utsystem.edu/_layouts/FormServer.aspx?XsnLocation=https://forms.utsystem.edu/FMS%20Form/Forms/template.xsn&SaveLocation=https://forms.utsystem.edu/FMS%20Form&ClientInstalled=false&Source=https://forms.utsystem.edu/FMS%20Form/Forms/AllItems.aspx&DefaultItemOpen=1
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ACQUIRE THE ROLE OF DEPARTMENTAL REQUESTER (CONT.)

2. The submittal button routes the form to your department head for approval.

3. Once approved, OTIS Helpdesk will assign the Requester role to you and set up your user
preferences.

4. Purchasing is then notified by OTIS to activate you as a Requester.

5. A Buyer in Contracts and Procurement (CNP) will contact you when you are set up and ready to start
creating requisitions.

OK...Let’s get started!

o .
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LOG IN TO PEOPLESOFT

Click on this link: UT System Administration PeopleSoft Portal and follow the instructions below:

Step 1 Step 2

H ! T THE UNIVERSITY of TEXAS SYSTEM
LT Share is a shared multi-institutional application. In order to authenticate you. =
we need to know which of the UT Share institutions you would like to login with. SNAC Username £ F 2
Ceaaing The University of Texas Systsm
I I fon network
i:c"::;e Use a suggested selection:
vour Password
horme
institution. I I
The University of

Texas System Ad

O select your mstitution from the list below

| Contl 4
{Ndp-test.uta. edufidp/shibboleth H
ht i cuttyler i i

P P

https:/fshibd utep.edufidp/shibboleth \
Tha Univarsity of Texas at Arlington

The University of Texas at Brownsville

Tha Univarsity of Texas at Dallas

The University of Texas at El Paso

Tha University of Taxas at San Antonio

The University of Texas at Tyler

The University of Texas of the Permian Basin
The University of Texas Rio Grande Vallay ‘/
The University of Texas System Administration

The University of Texas-Pan Amarican

Select “UT System Administration” from dropdown box, then click “Continue” Enter your UT System Administration SNAC and password, then click “Login”

You will be routed to the 2FA (two-factor authentication)
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https://idm.utsystem.edu/DiscoveryService/UTShare.ds?entityID=https://zap.shared.utsystem.edu/shibboleth&return=https://my.shared.utsystem.edu/Shibboleth.sso/Login?SAMLDS%3D1%26target%3Dss:mem:dcbf0647d280753e7faec7b41c9b77298b8e3815bf53fd852a5adf0c12695db6%26forceAuthn%3D0%26authnContextClassRef%3Dhttps://idm.utsystem.edu/authncontext/twofactorbasic
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LOG IN TO PEOPLESOFT (CONT.)

The 2FA* will notify you according to the authentication method you have chosen.

UT System Administration

=
*UT System Administration utilizes the Duo-factor login procedure for added security.
r To set this up, please follow the instructions found at the link below:
_d

two-factor authentication https://community.utsystem.edu/sites/infosec/2fa/SitePages/GettingStarted.aspx

Powered by Dua Security

Pushed a login request (o your device...

Once you acknowledge the notification, you will be routed to your PeopleSoft Home Page.
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https://community.utsystem.edu/sites/infosec/2fa/SitePages/GettingStarted.aspx
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Navigate to “Create Requisition” Page in PeopleSoft Menu

On your Homepage, click on Main Menu and a dropdown box will appear. Click on “eProcurement”. When that dropdown

box appears, click on “Create Requisition”.
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Favorites Mam‘Menu 1\

Fersonalize

Employee

Time Reg
Absence B

Payroll &

View Payct
Forms, Onl

My Caree
UTSYS Ca

Personal
My Current

Benefits

My UT Ben
Retirement

Leave Type

PP D R @@

(B

FMS Enterprise Components
Financials

HRMS

UTShare Resources
Employee Self Service
Manager Self-Service
Supplier Contracts
UTShare Reporting

UTZ Customizations
Order Management
Items

Vendors

Procurement Contract
Purchasing /
eProcurement

Services Procurement
Real Estate Management
Travel and Expenses

vy v vy v vy ovowovyowvovyov v v 4

3 Buyer Center
[ Manage ERP Integ

|| Create Requisition

UTSYS Announcements

System Announcements|
. Welcome fo the Peq
More..

Feed

Finance | Human Resources

My Reports

Report Folder
POPO008 General
2017-01-0)

You will be routed to the Create Requisition Page.
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SAVE CREATE REQUISITION AS “FAVORITES” LINK

Step 1 Step 2

Faviribes  Main Menu » eracurament » Create Beguiskion

My Page E

My Links add to My Links A4

? Help

Create Requesiti

Specify Business Unit and Requester

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

"Husiness Unk 00 O UT Systom Adminisiration My » this requisition.
Tokal Aswyerd 1. L
‘Reguesler: Q
= Total Lines: o
i Total Amourt (): i

Step 3 Step 4

Add to Shortcu 'W eProcurement > Create
Add to My Links Recently Used

A link to the following item will be added to your "My Links™ dropdovn list [£] Create Requisition FOI’ a" futu re RequiSitionS,
Properties of this entry or any "My Links" entry can be updated by selecting "Edit D Buyer Setup - -

My Links" from the "My Links" list D Manage Requisitions you can Slmply cIICk

Name: [Create Requisitions D Add/Update Requisitions

“Folder: [Wy Links v =

Add/Update PO | here instead of navigating
i Favorites t/through the Main Menu
[ Add to My Links
& Edit My Links tree.
[E] Add/uUpdate POs

[5] Change sipt/bill to on PO
Create Requisitions

Now you are ready to create a new requisition.

THE UNIVERSITY of TEXAS SYSTEM

WWW.UTSYSTEM.EDU




Create Requisition

(Standard, non eShop Orders)
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CREATE A NEW REQUISITION

On the Create Requisition screen, enter your Employee I.D. number (if the field isn’t already populated)
and click the OK button.

Create Requisition

Specify Business Unit and Requester

*Business Unit: sSADO1 Q, UT System Administration
“Requester: v\"l
L

You will be routed to the “Define Requisition™ tab on the Create Requisition page. For
ilustration purposes, we will use Chris Palacios as the requester:
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DEFINE THE REQUISITION

Step 1 Step 2
Favortes ' Man Menu > eProcurement > Create Requiskion Create Requisition
My Page |Zk 1. Define Requisition (Ek  2.Add lrems and Services E 2 Review and Submit
Spedly requisiion name, requester, and other information that applies to the enlire requisiion.
TH Business Unit: QT System Agministration

c reate Requisition “Requester: CPALACIOS-UTX Q, Chits Palacios - UT System “Currency:

Requisition Hama: nams for APS 0404114 Priarity: Meaium -

L Deiee Rowhiton &Addlnansel Sk Sfavie Al Saomt | vl @ ]
Specify requisition name, requester, and other that applies to the entire requisition. L I EEEEEE——
Default I you select this oplion, the defaulls specified below will be applied 1o réquisition lines when here are no predefined
. . values for these fields
Business Upit: Q UT System Administration @ m:/ It you select this option. the defaults specified Delow will ovemide any predefined values for these fields, only non-blank values
are assigned

“Requester; CPALACIOS-UTX @ Chris Palacios - UT System “Currency: s

Vendor: £ Vendor Location: Q

j tems for APS 04104114 +— Priority: Wedium - A Q a
oI LTI S D S S —— S S B
_
Enter the Requisition Name, and then click on the arrow head to the left of Line Defaults $hip Toc BO06_AOMIN QL ddress
Due Date: o Atengon:

Pet Locabion GL Unit Account Fund

Dept Cost Centr

Functon Program PC Bus Unit
LAV1.122 Q, [SAD01 Q Q Q Q Q Q Q Q
4 ]

Prop

Continue

Select “Override” option. Then click on Vendor search glass

-Next-
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DEFINE THE REQUISITION (CONT.)

Step 3

Vendor Search
Vendor 10 “/_,./
armes
Short Vendor Nama:
Alternate Vndr Namae:
City:
Country: =4
Postal Code:
o Enter search criteria to find a vendor
Return 1o Define Requisition

State:

Find

Reset

| HUB Vendors Only

Enter beginning of Vendor name, then click the “Find” button

Step 4

Vendor Search
Vendor I0:
Name: Waorkglace
Short Vendor Hama:
Anermate Vadr Name:
city:

Country: a state:

Postal Code:

Find

Resel

HUB Vendors Only

Vendarid # llame rimnema S ricemmdenimnee ] B City .sme

110008 e | Caden) e Sannted. s DALLAS ™ B
o SRS, e DITOWe Susee0oue no | om
Bl s Fadu

\ 4

Step 5

Back to ‘Table of Contents’

Create Requisition

[Zk 1. Define Requisition

2. Add Items and Services

3. Review and Submit

Business Unit:
*Requester:
Requisition Name:

© Default

@ Override

Click on the correct Vendor ID (select the |address that matches the vendor quote)
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Ship To:

Due Date:

Vendor: [oooo020854 DR

|B00G_ADMIN

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

O\ UT System Administration
[cPALACIOS-UTX
[items for APS 04/04/14

8

If you select this option, the defaults specified below will be applied to re:
values for these fields

If you select this option, the defaults specified below will override any predefined values for these fields, only non-blank values

are assigned
Vendor Location: [SHARED

Q Category:

ot
] Attention:

Assel Information

Pct Location

GL Unit Account Fund Dept Cost Centr

|LAV1.122

Q [sao1 Q| Q Q Q [ Q |

Continue

.

Q Chris Palacios - UT System

Modify Onetime Address

*Currency:

Priority: Medium »

quisition lines when there are no predefined

Q
Q [ Q

Unit of Measure:

Function Program PCBusUnit  Proje

al  la[  ja[ |

»

The Vendor field has now been populated. Next, click on the Ship To search glass

-Next-
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DEFINE THE REQUISITION (CONT.)

Step 6 Step 7
Took Up Ship To Create Requisition
|E’|€ 1. Define Requisition

Specity name,
Description: begins with - | h j

SetiD: SADO1

Ship To Location: begins with - |

. and other that applies fo the entire requisition

Business Unit: QT System Administration
LookUp Clear Cancel |Basic L ookup *Requestar: |CPALACIOS-UTX @, Chris Palatios - UT System *Currency: C
A 414
Search Results Requisition Name: [nems tor APS 0410471 Priority: Medium
. . e ——
S View 100 First [§] 1-2of2 [3] Last
$hip To Location Dosciotion e
ASHS 500 Primary Circulation *) Default If you select this option, the defaults specified below will be applied to requisition lines when thera are no predefined
@ Equipment Storage’ values for these fislds
@ Override I you select this oplion, the defaulls specified below will override any predefined values for these fields, only non-blank values
are agsigned,
Vendor: |oooooz0es4 Q Vendor Location: ISHARED Q
I Buyer: Q Category: QU ynitof Measure: =
Select CTIB.126 if your office is at the main System complex. If you

- - - ) Ship To: (ﬁ_m mﬁ"‘) Q Modily Dogtime Address
are at, or are ordering for a satellite office, then choose the appropriate B s = —— W
Ship To location.

7] Attention:

Chartfieidst T

Asset information (el

Pat Location GL Unit

Account Fund Dept Cost Centr Function Program PC Bus Unit Proje
LAv1.122 o 5Abo1 q | aQ a [ a a a [ F- W | aQ
4 | i »
I ——————
Continued—"—""__

The Ship To field has now been populated. Next, click on Continue to go to Add Items and Services

Now you are ready to Add Items and Services.
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ADD ITEMS AND/OR SERVICES

Step 1
7 s
Create Requisition
[EF 1.nefion Requisition 5] 2 n0a moms ana Sarvices | T 1 Redew ond submi
Agdines b he requishon, sp4ofing the INformalion necs 55307 1o procure each Aem of Serice !

Search

Galalog | Fawooles | Templales | Fgrms || W

[T Special fequest |
Reguest an tam i

not listed in the Cataleg

Riquest s

Ruquesta Sma warked

Ruquesta sen

o Bme warked and matenials wed

Totsi Lnes:
4 Seanh er
Totst Ameunt (VS0

Click on Special item

Step 3

Ofweight

¢ g

Select the appropriate unit of measure for your purchase.
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Step 2

Back to ‘Table of Contents’

Create Requisition

|:>|.c 1. Defing Requisition __55 2, Add liems and Services :s. 2, Revvberw and Subsmiy

e v 4o i reQuisiion, $gacifing T Information RECESIMY 13 POCUN §BCh kM of SRnCe.
Search:

4 Gearch

Catalog  Eavoriles Templaies Fgems

*hierm Description:
—

o
“Category: Q
*Wendor 0t 2000020854 Q

Vendor Mame WORKPLACE RESQ,

Cwitiaty
* Lt of Migasure:
Due Date:

Vendor item ik
Mg IC:
Masutacnsrer
Mig e I0x
Request New liem

Sand fo Vensor

Show at Receipt Show at Voucker

Add e Cancel A o4 St Hew Type

Add description (that matches quote), price and quantity, then click on Unit of Measure search glass

(Note: Vendor ID and Name are ofready populated).

-Next-
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ADD ITEMS AND/OR SERVICES (CONT.)

Step 4 Step 5
Create Requisition (Create Requisition R —r—]
[5G 1.Define Requisiion " 2 Add lems and Services FR 3. Review and Submi | s :
Ak st 93 T TSI SEACHENG M INS0mIBOn NICHEAMY 1D CODCUN §OEN KM OF S
N = Toall L]
Search: 4, Sesech by P o Totalinen v
Gatalog  Fawotes  Templates | Foma | Wyeb Total Asmuant (U] ]
“Hem Descrgbon;
“Brica: o u
*Guassty: * Unit of Measere: ':,,_'—_*/ 2
*Category: w
“Yandor Ix. BOD0IE0A%E Q
Vendor Rama: WORKPLACE REE O,
Viendor Hem I0: = =
[ a Select Description from drop-down box
Banufactures
Mg Hem IOt
Reguestiewitom |
Feequars! Merar Bors ste p 6
Croate Requisition There are  Ines en
Send 1o Vendor Show a1l Recopt Show al Voucher Puease i new e 0 o
gttt
AR i Look Up Category e g
The Unit oj‘Measure field has now been populated. Next, click on the Ca'l.‘egory search glass ot You miary eiher Saarch of Browie 19 100K Up e SOOMO(NIA CANQONY IO YOUT SDRCL rauast Total Amount (USD). v

Catsiog Categery

Beaznption Fiect i Tree
1 *
= ]
|+ Browse Categoy 000 |
Rt

Type in the general description, or “class” of what you are wanting to purchase, then click “Find™.
*HINT: for greatest success, enter generic terms to describe the commodity/service.

-Next-
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ADD ITEMS AND/OR SERVICES (CONT.)

Step 7 Step 8
Craats Requisition e ey Create Requisition
e [ 1.Dofine Requisition 75 2. Add lwems and Sarvicos T8 3. Review and Submis
Add knes o e 0N speafying he informa L] ach i
L.Ut‘ll(. UF Category . :”lm ‘ sm‘:: PHQUiSBON, Speling he 00 NeCRSSATY 13/ POCLINE Bach Hem of Sensce. T - I
st You may #her Search of Browse i W Amgunt (ST " Tl Aseunt (S0 o
Latsieg  Favones § (83
Search By - Fnd [ Spoctttom |
T = : : — *Mam Description: Herman Willer Corference Table
Catabsg Category Deseripaon Finin Tree “Price: 00 00000
140 TEMS ST “/ Ol d “ “Cuansty: 10900 E4 -
*Categiny: Q L]
Catmaony *Viador IO LY
PLACE REX O
Vs Mama: - g
Click on the appropriate Category number

el «—
g x a
Step 9

Uasulactuimr

K e i€
Gatiop | Fawenes

Iemplates  Faimns

[TLIN Seecial Recuest |

*Him Discripbion: Send fo Vendor Show at Recept Shorwy at Voscher
" Price: “Currency:
*Quantity: * Unit of Measure: EA a

Asstem Cancel Ao Start Merw Type
“Catogorny:

=Vendor i

Oue Date:

Vendor Hame:

Vendor Hem I

The Category field has now been populated. Next, enter Vendor item ID for the product/service.
You can click this icon to expand the
g 10

(this information is listed on the vendor quote in front of the product/service description)
. Additional Information box in a separate
Manutscures: window.

+ Oval - LI
o top: Dak, semined %
me 3nd Iegs: Stesl with cheome Anish

710 vendos o at Receiot 9 R atvoucner

MGy Cancel Actd o Suae Mow Type.

Hegmest New Hem
Fra

Enter information in “Additional Information” box, click all three boxes below it, and
then click Add Item

-Next-

THE UNIVERSITY of TEXAS SYSTEM

W.UTSYSTEM.EDU




Back to ‘Table of Contents’

ADD ITEMS AND/OR SERVICES (CONT.)

Step 10

Create Requisition

[Ek  1.pefine Aequisision [k 7 Add ltems and Senvices TR 2 Aeview onl Submit

ASdnes 1o he repaisBon Sp4aNng Te Nfrmaton neoesSary b prooure $3ch Bem of Senice.

Saarch . Saanch Totsl Lints: 1
Gitdog | Eaetss  Tempisies  Fgems  weo (TR bl o
I L e L o S e :
“em Description

Vo I =t goest Hew Vend

“Price: 0.00000 "Currency
“Cssantity: “Unit of Mexsure: i,
=Calngery Q Duw Daie: L]

Wendor Hame:
emdor e 10

g e =3
Manstscturer:
Wiy meem i0:
[ Adasonsimtormanon W rhequestMewSem |
[EL 2 Reaua st Hew Hem
Sead 10 Vendor Show at Recegt Show at Weucher
Al e cancel Aetbd o 510t Nt Ty

You will return to a “clean slate” where you have the option of entering a new item, following Steps 2-5.
You will repeat this procedure for all of the items on the vendor quote. Note that the first item has been
added to your requisition.

When you are finished entering items, click on Review and Submit. This will take you to a new screen.

**®PLEASE NOTE: Shipping charges must be entered as a separate line item.
Please use Category Code 78121603 ***

Now you are ready to Review and Submit your Requisition
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Step1
isiti [Requisioon Summary — |
Create Requisition _ e oo
|5 1.0efine 8 3. Reviow and Submit | [ anee 1 e
Conference T
Rurtaw Ton details m:
Tt e 1

Besiness Usit: Totst Aemnt (2507 L]

Hequester:
Requismon Name:

10000 Each 500.00000

RESOURCE LLC

Total Amount: 0000 USD
Ll AsdtoFmcates W Acate Templaeis) T Uoaty Line / Stpping | Accouning 0 Ceee
Send 10 Vensor Show at Recest Shows at Voucher Approval Justcation
] =
5 Save & submt. g & ® Fin

On the new screen, click the arrow head to the left of the Line 1 check box to expand line item 1 detail
(you will do this on every subsequent line item on the requisition).

Step 3

e — — ey wau

Lis 1 O Deete

Sand 10 Vendor Shorw at Recaipt Shown a8 Vouc el Appioval Justficabon
@ /u < udget Cheching Status Valld e —
L] Sawe & subma - 5 ] x E

Once check is complete, a “Valid” status will appear. If you are satisfied that all information has been
entered into the Requisition, you are ready to click the Save & submit button, which will take you to the

“Confirmation” screen.
-Next-
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REVIEW AND SUBMIT THE REQUISITION

Back to ‘Table of Contents’

Step 2
2 H

C_reate Requisition _ - o
|5k 1.Dafine Requisiion 5% 2.Add homs and Serdces T8 3. Review and Submit Herman i 1 EA

Confarence
Rvirw Top Getals of rour reQuisBOn. Make any MECS3a0y Changes. and Suat i for appioval

Tetal Lnes: ;
Business Uat: UT System Adminiskasion “Commoncy: Rt OO hsaccad
“Requester: T Q, Creis Palacios - UT System Priceity: edum =
Requisson Hame: or APS 040414

Note: !
The speedchartis the |
exoct same numberas |
1
1
[}

— grtece Taple  WORKPLACE 10000 Each
D\ RESOURCE LLC

Comscliaste with other Reqs ¥ Override Suggested Vendor

- ===

the Cost Center you
want 1o use.

Shipping Line: Dwe Date: 05142014 W Cuantity: 10000 Price:
Status: Actve “Ship To: CT8128 a

Attsason Te: Chets Palacios - UT Sratem

“Destribute By: o - SpeesChart: ‘m

In the Comments section, enter
the Vendor quote number, quote
date, Vendor and UT System
Department contact information.
Then check the first (3) boxes
below the section.

Persegize | Frd | Ve v 2
Budget miarmaton

.

Deias  Defais?  Assetiirmaton  Asset pomaten 2

Line  Sutus  DistType “Location

Cuantity Merchandine Amd GL Uit

£00.00/3AD01

Opan KT Q 10000

Lile  AvdwFaomes

XI $and 10 Vendor X Show a1 Receipt X Sheram ot Voucher Apprial Juinheaton
£y CMJQ B Pea-Check Busgel
5 Sawasubmit s & F

Check the Line 1 box, enter SpeedChart number, then tab out of that field. Do this for every line item on
the Requisition. Lastly, click the Check Budget button. It may take up to a minute for the system to
check available funds.
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REVIEW AND SUBMIT THE REQUISITION (CONT.)

Confirmation Screen

Confirmation

Reqeeated for

Priority:

[
Total Amoant:

Pre Encumbrance Baance:

To track the status of your order®

Eunmum‘/

Note:

controlled item computer
furniture

Commodity approver

Software Commodity Code approval

Contracts and Procurement

CONTROLLED ITEMS SHOULD ONLY BE
ORDERED BY (Computers), OR BY
(Furniture).

For orders less than $15,000.00, the requisition routes to the Cost Center Approver in pending status. Upon approval, the requisition

converts to an approved, signed and ready-to-send Purchase Order.

You, as the Requester, will receive two emails: 1) confirmation email of Requisition Approval, 2) email with Purchase Order attached.

On orders $15,000.00 or more, the approved requisition converts to a Purchase Order in “Created” Status. These Purchase Orders are

reviewed, final approved and submitted to the vendor by Purchasing.

- Please see next page for the PeopleSoft Workflow Process graph, and page 21 for Email Notifications -

*You can track your requisition as it goes through the various stages of processing/ workflow. Simply click on ‘Manage Requisitions’ on the Confirmation screen
and you will be routed to that page. You can also find it by going to Main Menu -> eProcurement -> Manage Requisitions. See more about this on page 25

%
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REQUISITION TO PURCHASE ORDER WORKFLOW?*

PS Requisition Workflow

ANY CONTROLLED ITEMS SHOULD
ONLY BE ORDERED BY

(Computers), OR BY
Requisition Created (Furniture).

Requester

(Assets: CPU, Softw, Furn.)

Requisition Approved | —— ¥ |Comm. Code Approved
Cost Center Approver Commodity Code Approver

ALL Software purchases, REGARDLESS OF
$$ AMOUNT, MUST go through the

Office for
Review BEFORE a Requisition is created. If
Less than $15,000.00 $15,000.00 or greater you have a software purchase, please
PO created, approved and PO created and routed to contact our office before proceeding
dispatched to Vendor by Buyer to approve and

Requester* dispatch to Vendor

*Requester receives an email with the approved and signed Purchase Order attached as a .pdf file. The Requester forwards this .pdf to the Vendor for processing.

*Workflow is an electronic approval routing process that allows for multiple budgetary level approvers to communicate, verify and store documents.

WWW.UTSYSTEM.EDU
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WORKFLOW NOTIFICATION EMAILS

NOTE: Some users have had issues with
the ’ email
going to their “junk” or “spam” folders.

If you do not receive this email in your
personal inbox within a day of the
‘ ’ email, please
check your junk folder for an email sent
by ’. If it is there,
right click on the email and select the
following:

-)rm Onellote .',\ Block Sender

["_l\? Ignore Mever Block Sender

& Junk Never Block Sender's [

HE UNIVERSITY of TEXAS SYSTEM

RTEEN LI

You will receive the following emails upon Requisition approval:

Approved Requisition Notification Email

1- Fuller, Jerry A Palacios, Christopher
Requisition ID "0000000010” Business Unit "UT System

ehention Policy  UT-13Month_Inbax 1 year, 1

" Has Been "App

The following requisition has been "Approved".

Requester. 6001031151

Busmess Unit  UT System Aaministration
Requisition ID: 0000001166

Requisition Mame:  (bems for APS 0404714

Date; 2014004105

¥ou can navigate directly to the approval page for more information by clicking the link below.

2 vy shared.utsystemuedu/psp/ZAPPRD/EMPLOYEE/ERP/c/PY MAIN MENU.PV REQ APPROVAL.GBL7A

U&BUSINESS UNIT-SADOLEREQ |D-0000000010

Dispatched PO Notification Email (with signed and approved PO attached)

2. UTShare Donotrepl, Pala hristopher
Dispatched Purchase Order
JT-13Month_Inbox [1 year, 1 month

Retention Palic

. SADD_00000OTT_0.pdf _
= 31KB

Purchase Order, SADO1 / 0000001077, has been Dispatched. Please detach and print the attached Purchase Order.

WWW.UTSYSTEM.EDU
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You will receive the “Approved \
Requisition” email first.

If the order is under $15,000.00,
you will receive the “Dispatched
PO” Notification a couple of hours
later. The attached PO is what
you will send to the vendor. SAVE
the PDF first to a designated PO
folder you create (on your shared

\drive), then send to the vendor in

a separate email (see next page)




SEND THE PO TO THE VENDOR

Back to ‘Table of Contents’

| - Send ONLY the PO that you received in the |
I “UTShare.DoNotReply” email (pg. 21)and |
Sample email containing verbiage you should use when sending the PO to the vendor: : " possibly the vendor quote (not required, but. - :
From = | (you) @utsystemedu yeacoanesy) o soooiiiiiisd
=1 /-
To.. (Vendor contact)
Send
Cc... |(your Department contact for this order)*
Subject UT System PO Mo, SADO1- [ref: Quote Mo,

Attached Eﬂ -~ PO#SADOT

Hello (vendor contact),

Please find attached UT System PO # SADO1- that corresponds with your quote number

Please confirm receipt of this order via response to this email and let me know if you need anything else.

Thanks,

{your name and contact infa)

*The Department contact is the person in
your office that originally requested the
goods/services. They are usually the
person the vendor would contact
regarding the items/services to “talk
shop”. Copy them as a courtesy so they
will know their order has been submitted

to the vendor.
o /

HIGHLY RECOMMENDED: Once the vendor confirms receipt of the order (some vendors might send a separate ACKNOWLEDGEMENT
email), print out (or convert to pdf) the email and scan it with the rest of your backup documentation.

THE UNIVERSITY of TEXAS SYSTEM
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DOCUMENTATION RESPONSIBILITIES* OF THE REQUESTER DEPARTMENT
Under $15,000.00
Contact your Buyer if

Each Department has the following documentation responsibilities on all orders under $15,000.00: you need clarification

on these requirements.
¢ Forwarding PO with Backup documentation to Accounts Payable. /
PLEASE READ CAREFULLY:

CNP recommends that each department sets up a departmentally shared folder specifically for this Documentation. For efficiency, scan the signed PO

with the Vendor Quote and email/written dept. and vendor correspondence (including Vendor confirmation email), then save the file in .pdf format to

the documentation folder referencing in the name: PO number, Vendor name (in parenthesis) and a brief description of items/services purchased.
Example: PO# SAD01-0000001053 (MICROSOFT CORP) SIS Irving MS Premier Support Svcs

¢ Vendor Quote and applicable email correspondence between Vendor and Department
e Copy of the signed Purchase Order

Over $15,000.00
For all orders above $15,000.00, Purchasing will require that you forward via email to purchasing@utsystem.edu the following:

 All Vendor Quotes (as pdf or Word attachments)

¢ Applicable email or written correspondence with Vendor(s)

e Completed and signed Exclusive Acquisition Justification form, if applicable

¢ The Requisition Name (not number) referenced in the Subject line of the email.

*Texas Senate Bill 20 requires transparency of all purchases made by State and Higher Ed Agencies. It is very important that your departmental purchasing documentation is readily accessible.

-See next page for documentation to submit to Accounts Payable -

THE UNIVERSITY of TEXAS SYSTEM
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SEND A COPY OF THE PO TO ACCOUNTS PAYABLE (AP)

For all orders under $15,000.00, you, as the Requester, are also responsible for sending UT System Administration Accounts Payable a
copy of your scanned PO with ALL backup. This is necessary so that AP can match the invoice to the PO once goods/ services have been
received. This copy needs to be sent within a day of scanning. If AP does not have your PO, then payment of the invoice will be delayed.

Sample email containing verbiage you should use when sending the PO to AP:

*NOTE*

Fram = (you)@utsystem.edu

=1 / \
To... AccountsPayable @utsystem.edu i
Send
. L
Subject PO #SADOL-0000____ for AP Purchase Order file K‘\_U— invoices should be sent BY THE \
S VENDOR to the Bill To address on your PO,
#ttached A 1mB without exception. If you receive the

invoice in your office or your email, please
forward the invoice immediately to

To Accounts Payable: AccountsPayable@utsystem.edu, then let
the vendor know that they need to follow
the Bill To instructions on the PO when

Thanks, Qubmitting future invoices. /

[your name, contact info and department)

Please find attached PO # SAD01-0000 with backup documentation for your PO file.

THE UNIVERSITY of TEXAS SYSTEM

WWW.UTSYSTEM.EDU



mailto:AccountsPayable@utsystem.edu

MANAGING AND TRACKING REQUISITIONS

Main Menu -> eProcurement -> Manage Requisitions

Manage Requisitions

Back to ‘Table of Contents’

- Search Requisitions

To locale mgquisitions, eoi the rienia below and dick e Search bulion

Busmess Unit: FADD1 2L Requisstion Harme: L+
Requisition Ik s} Request Stalus: All bt Complaly - Budget Status: =
[ oatn From: D33R0 i Date Tee 070 W [—

w“ﬂ‘f 3, Enlened By Q PO I . ]

Search Cloar

 Requisitions. §

Towiew T ifespan and ling fems for 3 regquisition, dick T Expand angle ioon
T &l of perform anolher Scon on & requisiton, make 3 seleciion rom the Acion dropdown list and

L Rema Tor APS A04H4 SADDN  0AATI04 Approved ‘/I E0000 USD <Selec Adign= - Ga
Tast ordes - Ciseo Cata SADO 042014 PO Created ) Vaid 1120000 USD <Select Adions - Ga
Office Supplins 42014 SADOT  (40IENN4 PO(S) Creabed Vali 37050 USD <Select Adian> - G0
LLL widgets for OTES SAD01  040AR014 PO(s) Created ahg 000 USD <Seled Amons v b
Crgcao b EL] R Chinos Becses Biereitrw Changs Tracking Manaoe Eeceiots Eeoui Be0o
Select a date range, click search, and all of your requisitions within that date range will appear. This will

show the status of all requisitions created and submitted by you.

If you would like a printable version of your reguisition, see next slide.

-Next-

WHIVER
,.ww,t&z,,
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MANAGING AND TRACKING REQUISITIONS (PRINTING)

Step 1 Step 2
Manage Requisitions

To locake requisiions. 3% fia ailenia Selow and dick the Seandh bullan

Business Uit BADDY 21, Foeguisition Name: - - -

Reguisition ICx O Reguest Status: M1 bt Complate = Beddget Staluic b r {

Darte Froemc DXINEE [ Date Tox GANTEO14 = o K AL

Reguerszer: 0, Endered By a POD: g 4 Do o want 1o print e reguEsiion with gistibution Setails ?[‘935.11!“!
Sawch =] S b 400 34D peh | He

Tovers the Wespan and ine fems for 2 reguisiion, cick he Expand iriangle icon
To edit of parform ol 3550 o0 2 reguisilion, make & seleciion from he Adon deopdown list and ciick Go

REms for APS DADAN4 SADD1  DANTRNE Approved Valed <Beledl Ak

HHH0 ATk
Tt orde - Ciyes Caln SA001  DADLDIE POUR) Cresled Vel
fole ¥ i
Ofice Supplies 432014 SADO1  DADNPINE POUS) Created Ve G Click “Yes
T wiagets for OTIE BAD01  DADLR0NE POCs) Created Valkd Go
Cieale Hew Bequisfon Brdew Changs Begues]

Go to <Select Action> drop-down box, select ‘View Printable Version’, then click the Go button.

-Next-
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MANAGING AND TRACKING REQUISITIONS (PRINTING, CONT.)

Step 2
(Business Unit: SaD01 Requastsr: CPALACIOS-UTX Status: Approved
Requisition: 000000010 Requested By: Chris Palsces - UT Sysiem Currenay: USD
[Requisition Kame: Rems ke APS 00414 Endered Date: 47/14 Requisition Total: 600.00
Lime: 1 [ iption: Hesman Miler Tatia Quantity: 1.0000 V0N EA  Price: 500,00 Lirsg Total: 600,00
Line Status: Approved
Lime Comments:
< Sow. S x4, Oval
Wiood g Ok, sSaned
Frame and legs: Sieel wil chrom ingh >>
Sip Line: 1 Ship To: CTJE 126 mf Shipging Qeastity. 10000
Anention: Chrs Palacios - UT Sy Dus Da: 51514 200'W. 6 Shipping Total: 500,00
At TX TETO0
Ubnieed 2ty

L] St Leciien O PeT Amant G0N ensomt

1 Oige= LAWL119 10000 w0 B0  sand B3103

et Fund Class

conill o] o]

Dipen OTY Open Ami

1.0000 Q0

G Bee Amgurt Curmency Sequence

500,00 uso (1]

Charsfaeld 1

000045

This is the form you will print for your records, if so desired.
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COPYING AN EXISTING REQUISITION

= e -

Main Menu -> eProcurement -> Manage Requisitions : Enter Req ID or look
I up by Date range

Manage Requisitions
/ \ -+ Search Requisitions
You can also copy a To locate requisitions, edit the criteria below and click the Seargh

previous requisition Business Unit: SADOT y Q

created by you. Requisition ID: O\Requgst Status: /‘A" but Complete V| Budget Status: | V‘
Date From: | l0sr08/2016 [ Date To: [09/15/2016 Ei]l

This is a useful tool if . Entered By: ‘ a PO ID: | Q

R Requester: |
you have recurring
service renewals or Searc Clear

\commodity needs. /
Requisitions I

To view the lifespan and line items for a requisition, click the Expand triangle icon
To edit or perform another action on a requisition, make a selection from the Action dropdown list and click Go.

Requisition Name BU Date /
0000000982  Metaflows SBO 2016 SADO1  09/15/2016 PO(s) Dispatched Valid 3,296.80 USD | <Select Action> vl G;/
0000000981  Aeron Chairs-Titanium SADO1  09/14/2016 Received Valid 5,182.38 USD [RSlEEa RS G
Copy Requisition
0000000980  17SP100 PUF LANDS SADO1  09/12/2016 Received Valid 4,.875.00 USD E‘é‘lﬁﬁﬁg:ﬂm Sa
RHSIOS View Approvals \
View Printable Version
Create New Requisition Review Change Request Review Change Trackin Manage Receipts Requisition Report

Enter Requisition ID or use the date range function, then click Search button. Find the requisition you want to
copy, go to <Select Action> drop-down box, select ‘Copy Requisition’, then click the Go button. This will take
you to the Create Requisition page.

-Next-
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COPYING AN EXISTING REQUISITION (CONT.)

Create Requisition

“j‘; 1. Define Requisition > D;; 2. Add Items and Services > \g 3. Review and Submit ‘

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

Business Unit: SADO1

UT System Administration *Currency: usb
*Requester: |6001039850 @, Christopher G Palacios Priority:
Requisition Name: | \
Vendor Name
F a1 *Wk Chr.Aeron, Std-Ht Pneu Tlf ~ WORKPLACE 2.0000 Each 715.34000 1,430.68 B
RESOURCE LLC
4 O 2 *Wk Chr.Aeron,Std-Ht Pneu Tlt ~ WORKPLACE 4.0000 Each 715.34000 2,861.36 Féﬁj
RESOURCE LLC
I 3 *Wk Chr.Aeron, Std-Ht Pneu. Tit WORKPLACE 1.0000 Each 715.34000 T15.34 Ens
U RESOURCELLC rEhg)
P 4 Delivery & installation, norma WORKPLACE 1.0000, Each 175.00000 175.00
U RESOURCE LLC rEh]o
[ Select All / Deselect All Total Amount: 5,182.38 USD
L Add to Favorites I Add to Template(s) 3 Modify Line / Shipping / Accounting im| Delete

Enter your new Requisition Name, then click through 1. Define Requisition, 2. Add Items and Services and
3. Review and Submit tabs, editing and/or adding Line Items, Cost Centers, etc. as needed on each respective
tab. Remember to enter new quote/ contact information in the Comments section of 3. Review and Submit

THE UNIVERSITY of TEXAS SY81
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Create Requisition
(eShop Orders only)
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OPTION 1* -

Create a Requisition from a
Requester-generated Shopping Cart

*Use this option if you, as Requester for your department, are directly ordering
supplies. In this case, you are also the “shopper” The following instructions
show you how to transfer your cart into PeopleSoft for processing.
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ACCESS ESHOP PORTAL THROUGH “ CREATE REQUISITION”

Step 1
Create Requisition \
"\ 1.Define Requisition :{—EA_M Items and Eiﬂic;:-:) C& 3, Review and Submit
Add s b the requisition, spedtying the informabon necessarny 1o procure each ibam of Senice
Search: Step 2 4 Search

Cakalog Favonles  Templales Forms: b Special Request

[ chants I E
LR i a1

Logo Merchant Description
Sciuest eShop Poral Direct Connect to SciCuest eShop Portal
e and Submit \\ S
tep 3

1) Click on 2. Add Items and Services, then on 2) the ‘Web’ tab, and 3) finally on SciQuest eShop Portal
You will be rerouted to the eShop Shopping Dashboard

-Next-

THE UNIVERSITY of TEXAS SYSTEM

WWW.UTSYSTEM.EDU




NAVIGATE ESHOP PORTAL

eShop Portal

Favorites | Main Menu > eProcurament » Create Requismion

Eiihiee s smee] 1rarno |

W Shop  Shopping  Shapping Home =

Shopping Dashboard

Shortcuts

Instructions
onusingsite | Welcome to

eShop

An eProcurement system for the University
of Texas System

Here you'll find the goods and services you
need. The grastly sxpanded eShop
eProcurement system provides = familiar
online shopping experience and negotisted
pricing from the University of Texas
System's prefemed suppliers.

How to Use

7. Click on the Punchout Catalog you
wish 15 shop.

2. Browse for the items you need. You
can search for ftems by keyword or
item number.

3 When you find the ftem you need,
just 2dd it in your shopping cart.

4. I you have more shopping to do,
click“continus shopping” and you
will be returned 1o the eatalog.
Repestsiep 3.

rch From All Hosted Catalogs (Does Not Include PunchOut Catalog
Search Everything

Favorites | Quick Order  Suppliers | Categories | Contracts

Organization Message 2 1

v
5. After you have filled your cart, click

| 1. Click on ‘Home’

2. Click on Punch-
out Catalog

Shop By Catalog

~ Punchout Catalogs
A A A

TODAY'S

My Resources
purchasing@utsystem.edu | Phone: +1 (312) 579-5143

(Lol search (an-C)

Requisition
? Thare ars na lnes i this reques:

NIVE
‘::"m"fus"

THE UNIVERSI
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SHOP IN A VENDOR PUNCH-0OUT CATALOG

This will bring you to TBS order site:

Favirhs_Wam i _ emarwn it apasien

=

Give Your Office Mom Special Gifts She'll Love s e |
TODAY'S = a 8 @ 0 = g oum

Offeswpplies  Paper  Breakicom  InkAToner  Cleanig  TechulopyAServices  Fusniture  School Supplies  Print & Copy m—

Everyday Essentials \'-“ =

Hi, Kyle Hayes
horwer D100

cant 7@ @

Shop all the supplies Quick Order ]

you need,
- ¢

A
1
"a0008

Aa\hwhhy

4
L

L) e upeaes

Last meat by LAUREN TILLOTSON P
Welcome UT System!

Contact Information

Customer Senvce TES Team 703-061-0500 or s @thetecom.

Accgurt 3

Lauren Tilwtson, lanenStodnbeninessoiutions, Lom amd
Joze Pedren e nadionSofficedesat com
Custams Sramps . 10 ceder cusiom sumps

Feguter your Corp Card to get the duscomnt in the O Stores - Store Pyrchasing Caed
Persongl Purchage Store Discourd Card - Print this card for and dscount on non business purchases.

2016 Catalog - Add rem 906647 to vour pext order

Shop and fill cart and click the ‘checkout’ button. This will take you to your shopping cart:

-Next-
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CHECK-0UT CART AND TRANSFER TO PEOPLESOFT

Shopping Cart
W OBOp Ay e e g By AT BAODGng Click this button
wihen the cart is
ready to transfer e T——y ]
M Shopping Col womsem —
- > e
& =3
T b 23775855 S0t 0EE1 Mg LA § 1 /'
Bacripsen - =
Proparea v iy O Enter a description
Supplicr ¢ Liss Mems Drtail then hit ‘save’ E
M b oo GERTR e T | A na Fere ~ =
Today's Business Solutions - - [
B M ol davgred
Tk L) TG PR sl MRS SO TR B | sk PP OO TR ke
Pim 1 gl chages?  WSOORY (TR 6 (TR aeni] wrs onrbows oo SAIETT 1055 A
[T
Pocchant Dusrripaa oy b e f Pasrhoaging ikt Fricis Cpasndity Eut Poics
1 Agrpaa(K] Permusrant P Poa Marbery, B, Fec OF 124 o o AL 108 o Lo ) or AP U
Llartecaurer hame Samices LP
M rtsm e Tum Hurmbar 000
Taampiens a1 degniipry 50 el
Sapdary wlrivtal AT, JOAERD
Shipping, Maeding, sed Tan dharge s calcuisied snd changed by sech reppler. The bt Sown Becs see Sor sstmacion. punponss, budges chaxicng, srd soridiow maproeis Susbrictadl AT
Toksll AT D
=
- =y
——

The ‘Return Cart’ will transfer you back to the ‘Create Requisition’ 2. Add Items and Services screen in PeopleSoft.
Click on 3. Review and Submit to see that your Cart items have automatically populated the Requisition:

THE UNIVERSITY of TEXAS SYSTEM
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COMPLETE, REVIEW AND SUBMIT THE REQUISITION

Favortes Man Menu eProcurement Create Regusibon

Review the detals of your requisition, make any necessary changes, and subm it for approval

Business Unit: SADOY UT System Adminstrason “CUITency: usD
*Requestes: 6001030517 O Ky'e S Hayes Prioity: Meaum [}

Requisition Name: | |Boe sharpies for ofice |

When you click ‘Save and Submit’,

OOD1  suner Pammatrneron  To0MYS BUSMCSS poo RN T TOmMO the requisition will go through the
Consolsdate with other Reqs & Override Suggested Vendor *Change Ship To if
—r— — —— | i o & onnta e normal PeopleSoft workflow, then
s powe  “solo (T yodmm convert to an approved PO which

Aftention To: Kyl S Hayes

will route electronically to the
vendor for processing. You can

*Distribute By:

i{ " “,i Chartoids? Deotads Oepds Asnat Azt & 2 Budiget L,
e St OstType “Locsscn Guancry Pescent Merchanding At GL Ui monitor the status of the
1 Open LAV1 120 o 6 0000 100 0000 47 70/SADOY Q 4 o esge . .
requisition by going to Main
[ seect 22 pesetnt 1 ‘ _ S Menu > eProcurement > Manage
> Acd to Favortes e Add 10 Tempiateis) > Modity Line / Shipping / Accounting J Deste

Y — = Requisitions.
4) Leave Section blank | e
| Send to Vendor [ ] Show at 1 Approval Justification Mo 3
@ - = . . _Pg 5) Check budeet

s Savessubet o o Save & predes x Cancel l 6) If budget is Valid, click ‘Save & Submit’ |

THE UNIVERSITY of TEXAS SYSTEM
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OPTION 2* -

Create a Requisition from a
Shopper-generated Shopping Cart

*These are carts generated by users within your department and
assigned to you for processing. The following instructions show you
how to retrieve a cart and process it through PeopleSoft.

JNIVERSITY of TEXAS SYSTEM

WWW.UTSYSTEM.EDU



Back to ‘Table of Contents’

ACCESS ESHOP PORTAL THROUGH “ CREATE REQUISITION”

Step 1
Create Requisition \
"\ 1.Define Requisition :{—EA_M Items and Eiﬂic;:-:) C& 3, Review and Submit
Add s b the requisition, spedtying the informabon necessarny 1o procure each ibam of Senice
Search: Step 2 4 Search

Cakalog Favonles  Templales Forms: b Special Request

[ chants I E
LR i a1

Logo Merchant Description
Sciuest eShop Poral Direct Connect to SciCuest eShop Portal
e and Submit \\ S
tep 3

1) Click on 2. Add Items and Services, then on 2) the ‘Web’ tab, and 3) finally on SciQuest eShop Portal
You will be rerouted to the eShop Shopping Dashboard

-Next-
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ACCESS “ACTION ITEMS” ON ESHOP HOMEPAGE

| 1. Click on the flag
eShop Portal T

KyleHayes W 7 &1 W(0pUsSD

Search (Alt+Q) QI”

Tue UNIVERSITY of TEXAS SYSTEM

Action Items

'™ Shop » Shopping » Shopping Home

. My Assigned Approvals
Shopping Dashboard
Carts Asgigned To Me

W Search From All Hosted Catalogs (Does Not Include PunchOut Catalogs)

Search Everything ok

Advanced Search

Shortcuts Browse
Favorites | Quick Order by SKU Suppliers | Categories | Contracts

2. “Action Items”
will appear. Click
on “Carts Assigned

to Me”
Organization Message o7 Shop By Catalog
Welcome to "« Punchout Catalogs
eShop 2 e 2 2 2
CRAINGER con) shiv TODAY'S P o<
An eProcurement system for the University (Burgoen) fem e (Dell-5HI)
of Texas System

THE UNIVERSITY of TEXAS SYSTEM
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SELECT CARTS ASSIGNED TO YOu

Draft Shopping Carts Page

Back to ‘Table of Contents’

THE UNIVERSITY of TEXAS SYSTEM

™ Shop » My Carts and Orders > View Draft Shopping Carts =

Create Cart

Assign Substitute

My Drafts
Active Cart Shopping Cart Name
" 2017-04-27 6001030517@SADO1 02
Drafts Assigned To Me
Active Cart Shopping Cart Name

2017-04-25 cpalacios@utsystem.edu 01
2017-04-25 cpalacios@utsystem.edu 01
2017-04-25 cpalacios@utsystem.edu 01
2017-05-03 khayes@utsystem.edu 01
2017-05-03 khayes@utsystem.edu 01

2017-05-03 khayes@utsystem.edu 01

L [ |w [x |2 |x

= [ 2017-05-16 cpalacios@utsystem.edu 01

B Cancel PunchOut

legend ?
Date Created Cart Description Total Delete
42772017 1,748.60 USD Delete

Select the cart you want to
legen| retrieve and click on the
Shopping Cart Name. This
will open the cart.

Date Created Cart Description Total

4/25/2017 rockford test under 15k Delete|
4/25/2017 rockford test over 50 53,080.65 USD Delete

4/25/2017 rockford test

21,425.00 USD Delete

5/3/2017 cart for SHI/Dell 1,053.63 UsD Delete

5/3/2 test cart for SHI/Dell 765.85 USD Delete
5/3/2017 test cart for SHI/Dell 765.85 USD Delete
5/16/2017 sharpie test 5/16 59.88 USD Delete

\WIVE,
g ~::,mm;zs;,
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TRANSFER CART TO PEOPLESOFT

Shopping Cart

Note: You also have the option to reassign
W Shop > My Cartsand Orders > Open My Active Shopping Cart> > Cart - Draft Requisition the cart to another Requester in your

1 Continue Shopping department'
. 6 ltem(s) for a total of 59.88 v
¥ Shopping Cart o cropner poiacios 1 _. i i
o Click on the button, and you will see this
F=) Save box appear: 1
Cart Name 2017-05-16 cpalacios@utsyste .
Description .sharpie test 5/16 ASS'g n Cart
Prepar’ed 1ok Eg::ttt:pdt’;?;’r:::i‘;‘:s '\-_ Sedect from profile values _i," Search for an as Signee
Supplier / Line ltem Details Click this button When you 2
Hide line details are ready to transfer For selected line items | Add to Favorites Vl
Today's Business Solutions moreinfo.. Contract i
PO Number To Be Assigned

The item(s) in this group was retrieved from the supplier's website. What does this mean?
Need to make changes? MODIFY ITEMS | VIEW [TEMS  Item(s) was retrieved on: 5/16/2017 2:53:37 AM

Line(s): 1

Product Description Catalog No Size / Packaging  Unit Price  Quantity Ext. Price [
1 Sharpie(R) Permanent Fine-Point Markers, Blue, Pack Of 12 & moreinfo.. 451906 Dz 0.98 |5 pz 59.88usp L i
Manufacturer Name Sanford L.P.
Manufacturer Part Number 30003 4
Supplier Part Auxiliary ID 451906
more info...
Supplier subtotal 59.88USD
shipping, Handling, and Tax charges are calculated and charged by each supplier. The values shown here are for estimation purposes, Subtotal 59.88
budget checking, and warkflow approvals. Total 59.88 USD

The ‘Return Cart’ will transfer you back to the ‘Create Requisition’ 2. Add Items and Services screen in PeopleSoft.
Click on 3. Review and Submit to see that your Cart items have automatically populated the Requisition:

WWW.UTSYSTEM.EDU
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COMPLETE, REVIEW AND SUBMIT THE REQUISITION

Favortes Man Menu eProcurement Create Regusibon

Review the detals of your requisition, make any necessary changes, and subm it for approval

Business Unit: SADOY UT System Adminstrason “CUITency: usD
*Requestes: 6001030517 O Ky'e S Hayes Prioity: Meaum [}

Requisition Name: | |Boe sharpies for ofice |

When you click ‘Save and Submit’,

OOD1  suner Pammatrneron  To0MYS BUSMCSS poo RN T TOmMO the requisition will go through the
Consolsdate with other Reqs & Override Suggested Vendor *Change Ship To if
—r— — —— | i o & onnta e normal PeopleSoft workflow, then
s powe  “solo (T yodmm convert to an approved PO which

Aftention To: Kyl S Hayes

will route electronically to the
vendor for processing. You can

*Distribute By:

i{ " “,i Chartoids? Deotads Oepds Asnat Azt & 2 Budiget L,
e St OstType “Locsscn Guancry Pescent Merchanding At GL Ui monitor the status of the
1 Open LAV1 120 o 6 0000 100 0000 47 70/SADOY Q 4 o esge . .
requisition by going to Main
[ seect 22 pesetnt 1 ‘ _ S Menu > eProcurement > Manage
> Acd to Favortes e Add 10 Tempiateis) > Modity Line / Shipping / Accounting J Deste

Y — = Requisitions.
4) Leave Section blank | e
| Send to Vendor [ ] Show at 1 Approval Justification Mo 3
@ - = . . _Pg 5) Check budeet

s Savessubet o o Save & predes x Cancel l 6) If budget is Valid, click ‘Save & Submit’ |

THE UNIVERSITY of TEXAS SYSTEM
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Create Order Recelpt

(Standard and eShop Orders)




NAVIGATE TO “MANAGE

REQUISITIONS”

avorites . Main Menu
: -

3 FMS Enterprise Components »
Personalize:| =3 Financials .
Time Reg 1 UTShare Resources 4
Absence B (1 Employee Self Service »
Payroll & (1 Manager Self-Service 3
wview Paye [ Supplier Contracts » s, Online W-2 Consent
My Caree (1 UTZ Customizations 3
UTSYS Gz [ Order Management >
Personal [] Items L4
My Curren 3 Vendors »
Benefits |~ procurement Contracts 3 /
My UT Ber ~ Wanager
L (1 Purchasing 4
(S (1 eProcurement I
[C3 Services Procurement 3 Buyer Center s
Leave Type (] Real Estate Management (1 Manage ERP Integration r
3 Travel and Expenses | Create Requisition
Vacation L D M R isiti
3 Accounts Payable
Sick Leave (3 Commitment Control = Fdhage ReqUisoh Approva
3 Set Up HRMS [£] Receive Items
Floating Hc 3 Set Up Finandials/Supply ¢ D Procurement Card Center
i 3 Enterprise Components Reports
Straight Cc 3 My Content [5] Administer Procurement
Details 9 Worklist =] My Profile -
1 FMS Tree Manager 3
("3 Reporting Tools- »
Mo Taskis) [ FMS Reporting Tools >

UTSYS Announcements

System Announcements
- Welcome to the PeopleSoft Port,
Maore. ..

Feed

Finance | Human Resources | System Annour

My Reports

Report Folder
POPOO02 General
2017-05-13-00.00.1
PO PORECON General
2017-05-13-00.00.0
POPOO02 General
2017-05-11-18.31.0
PO PORECON General
2017-05-11-18.30.3
FS BFP General
2017-05-11-09.47.1

Report Manager

THE UNIVERSITY of TEXAS SYSTEM
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SELECT REQUISITION AND “ RECEIVE ORDER” OPTION

Manage Requisitions

+ Search Reqguisitions
To locate requisitions, edit the criteria below and click the Search buiton.

Business Unit: SADOT 4 Requisition Name: | Q

Requisition ID: [o000001287 @ Request Status: [All but Complete vl Budget Status: [ vl

Date From: 05/08/2017 [+ Date To: 0511512017 &)

Requester: [6001030517 1 Entered By: | Q, PO ID: | aQ
Search  Clear

| To view the lifespan and line items for a requisition, click the Expand triangle icon: b
| To edit or periorm another aciion on a requisition, make a selection from the Action dropdown list and click Go.

*  pDODDO1287  Blue sharpies for office SAD01  05/09/2017CPO(s) Dispatched Valid 4770 USD [ eati Go
Copy Requisifion \
/ Edit Requisition

E Receive Order |

Requisition must have ’_PO(s) Dispat.ched’ View Approvals
Status before the ‘Receive Order’ will appear View Printable Version
in <Select Action> drop-down

Select ‘Receive Order”
from drop-down, then
click the Go button.
lange Tracking Manage Receipts Requisition Report |

Create New Requisition

-Next-

THE UNIVERSITY of TEXAS SYSTEM
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CREATE A RECEIPT - STEP 1

Receive ltems

You have 1 line open for re

Receive Selected

1. Check each item to be received or,
if all items have been received,
click the ‘Check All’ button

Back to ‘Table of Contents’

and go to the Receive Form.

Purchase Order Details

tem Description
Blue sharpies for Sharpie(R) Permanent Fine-
LIISADOT  ence Point Markers. Blue_Pack Of 12
Check All Clear All
Inquire Receipts Manage Return to Vendors

fiving for requisition Blue sharpies for office

2. Click ‘Receive Selected’
and you will be routed to
the Receive Form

Tot Req Accepted to : :
Qty/Amt Date UOM  Ship To Attention To  Vendor

G 0 DZ CTJB.126 Kyle S Hayes TODAY'S BU-001

THE UNIVERSITY of TEXAS SYSTEM
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CREATE A RECEIPT — STEP 2

Receive ltems

New Receipt
*Business Unit: IIS_AIZW |G
Receipt Status: Open

*Received Date:

05152017 El

1. Enter actual Quantity
received for each line item

Add@r Comments Reject Shipment

=UOM Accept .. Cancel

5 THE UNIVERSITY of TEXAS SYSTEM

WWW.UTSYSTEM.EDU

Line lem Id ltem Descripion Mga- tit Quantit Details e Receipt PO
1 Sharpie(R) Permanent Fi 16.0000 "By [pz G 60000 B (X 2
- - 2. Click ‘Save Receipt’
Save Receipt <
Add New Receipt Manage Refurn to Vendors Inquire Receipis
-Next-

Back to ‘Table of Contents’




CREATE A RECEIPT — STEP 3

Receipt Saved Successfully

You have saved receipt # 0000001316 containing the following items:

2 s Received Reject 2
Line ltem Description Quantity Quantity Accept Quantity

1 Sharpie(R) Permanent Fine-Point Markers, Blue, Pack Of 12 6.0000 G.0000

Return to Manage Reguisitions Return to Receiving

This saved receipt will allow Accounting Services to approve the payment voucher and release
funds to Vendor.

THE UNIVERSITY of TEXAS SYSTEM
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GLOSSARY OF PURCHASING TERMINOLOGY

REQUISITION

An electronic or paper document generated by a user department to notify the purchasing department of items it needs to order, their quantity, and the timeframe.
It may also contain the authorization to proceed with the purchase. The requisition is generated in response to a quote received by a vendor. Also called purchase
request.

VENDOR
A qualified and authorized seller or reseller of commodities, goods and/or services.

QUOTE
A document that a vendor provides to a buyer or user department that offers commodities, goods or services at a stated price, under specified conditions. This is the
document the purchaser considers before issuing a Purchase Order. Also called a quotation or proposal.

INVOICE
A “bill” a vendor sends to the purchaser after goods, commodities have been shipped to the purchaser, or requested services have been rendered. The invoice should
match the quote and the Purchase Order issued by the purchaser. The invoice should also reference the purchaser’s Purchase Order No.

COMMODITY
A transportable article (constructed physical thing) of trade or commerce that can be bartered or sold.

GOODS
Includes commodities, but also materials and supplies.

SERVICES
Acts of work or labor a vendor performs on behalf of, or for, the purchaser in exchange for monetary compensation.

THE UNIVERSITY of TEXAS SYSTEM
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ADDITIONAL RESOURCES

Purchasing Contact:
Christopher Palacios (512) 579-5143

Visit the Contracts and Procurement website for further information:

e Staff directory

* Procedures

e Forms

* Guides

¢ Important Links

¢ Supplier Resources

https://www.utsystem.edu/offices/contracts-and-procurement

THE UNIVERSITY of TEXAS SYSTEM
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http://www.utsystem.edu/offices/contracts-and-procurement/contact-contracts-and-procurement
http://www.utsystem.edu/offices/contracts-and-procurement/general-purchasing-procedures
http://www.utsystem.edu/offices/contracts-and-procurement/forms-and-guides
http://www.utsystem.edu/offices/contracts-and-procurement/forms-and-guides
http://www.utsystem.edu/offices/contracts-and-procurement/related-links
http://www.utsystem.edu/offices/contracts-and-procurement/supplier-resources
https://www.utsystem.edu/offices/contracts-and-procurement
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