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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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LOG IN TO PEOPLESOFT

Go to UT4U (https://www.utsystem.edu/sites/ut4u) & click on the “PeopleSoft” icon to access PeopleSoft. Then:
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

|C0nl 4 e & Vo
{Ndp-test.uta. edufidp/shibboleth H
ht idp uttyler ielp/shi
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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LOG IN TO PEOPLESOFT (CONT.)

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

UT System Administration

JFA”

two-factor authentication

Powered by Dua Security

Pushed a login request (o your device...

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

https://community.utsystem.edu/sites/infosec/2fa/SitePages/GettingStarted.aspx

Once you acknowledge the notification, you will be routed to your PeopleSoft Home Page.
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Navigate to “Create Requisition” Page in PeopleSoft Menu

Click on the “Employee Self Service” drop down box, then scroll down to select “Procurement Operations”

» Employee Self Service

HRMS Approvals Financial Approy 12ining - Reports
[ 4 Workforce Administrator 1
= - ORACLE
- @ ~| Accounting & Financial Reports ; sl
Commitment Control
0
| Procurement Operations r
Payroll and Compensation Personal Details| e Time and Attendance

Benefits Summary eForms

+a

THE UNIVERSITY of TEXAS SYSTEM
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Navigate to “Requisition” Page in PeopleSoft Menu (cont.)

On the “Procurement Operations” homepage, click on the “Requisition” icon.

Financial Approvals Requisition Manage Requisitions Supplier Inquiry
L4
G 3
@ e o U
0
Review Purchase Order Reconcile PCards

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

Step 1 - Click “3 dots” icon — Step 2 - Select “Add to Favorites”

¢ Procurement Operations Look Up Business Unit < Procurement Operations Look Up Business Unit
‘Add To Homepage

Look Up Business Unit Look Up Business Unit

T a Add To NavBar
*Business Unit  SADO! Q UT System Adninistraion “Business Unit | SADO! a UT System Administration
*Requester a *Requester Q Add To Favorites
My Preferences
0K 0K Sign Out

To access “My Favorites”, click compass icon to access “NavBar”

£ Procurement Operations Look Up Business Unit /‘\ :;_;u‘ -

Step 3 — Enter your name for link to “Requisition”

Look Up Business Unit A

< Procurement Operations.

Add To Homepage

Look Up Business Unit Look Up Business Unit
Add To NavBar

P saD01 Q T System AR ;
Business nit Q s “Business Unit [$AD01 Ja T System Admiishration

“Requester a Add To Favorites €
“Requester | Q —
HRMS Approvals
Wy Preferences
-
oK Sign Out SN - §
T
B &
Fanancial

Add to Favorites
Recent Places.

Fiase Enter 2 Uniqua Descripban o ihis Favorie
“Description  Requisition x
oK Cancel

Wy Favorites

Now you are ready to create a new requisition.

o S,
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Create Requisition

(Standard, non eShop Orders)
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CREATE A NEW REQUISITION

On the Requisition screen, enter your Employee I.D. number (if the field isn’t already populated) and click
the OK button. (Use of the “magnifying glass” for Requester searching is not recommended on this step.)

< Catalog Browse Look Up Business Unit /h\ Q \ ot : @

Heli

Look Up Business Unit

*Business Unit [SADO1 [ | UT System Adminisiration

*Requester 6001038650 a

OK

You will be routed to the Create Requisition front page. For illustration purposes, we will
use Christopher G Palacios as the requester:
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DEFINE THE REQUISITION

Favorites ~ | Main Menu ~ > eProc - >

Ste p 1 Employee Self-Service

Create Requisition =

Chri G i
Home A My Preferences Reqyisition Settings | 22 g Lines USSR

CI . c k O n " Re . S .t . O n Reguest Options = Search [All — Search Advanced Search
q =TET Search criteria or select
. ” from the menu on the right to Special Requests 7
begin creating your requisition
e | ngs Enter information about the non-catalog item you would like to order:

Item Details

*itern Description

~Price ~Currency |USD
~Quantity =Unit of Measure o,
~Category <% Due Date ]
A =Y
Supplier
Supplier ID =Y
SupBlcs Nams (=8 Suggest New Supplier

Supplier item 1D

Manufacturer
mMrg 1D . §
Manufacturer
Mg Item 1D

Additional Information

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

-Next-

SNIVER
et TTL
Sy

THE UNIVERSIT

WWW.UTSYSTEM.EDU




DEFINE THE REQUISITION (CONT.)

Favoriies =

Main Menu =

Back to ‘Table of Contents’

Step 2 s

*Reguester

*Currency

Click On ”OVerride" Default Options ¢
Enter “Requisition Name”

Enter “SpeedChart”

i Override

Line Defaults

Supplier
Supplier Location
Buyer
ipping Defaults
Ship To
Due Date

Distribution Deults

Now you are ready
to Add Items and
Services.

Accounting Defaults
Chartfields LDetaits

Dnt Pereent

OK Cancel

THE UNIVERSITY of TEXAS SYSTEM
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FAD01

UT System Administration Requisition Namae

SOC100650 L cChristepher G Palacios Priority [Medium W)
use

Custom Fialds

It you solect his option, the default
fields

spocified below will be applied to requisition lines whon there are no prodefined vahies for hese

If you select this option, the defaults specified below will overmide any predefined values for these flelds, only non-blank values are assigned

@ Category =4
(=} unit of Measure =8
a,
CNTRLREC (=} Add One Time Address
] Attention

SpeodChart

Porsonatize | Fina | &) B

First Tor1
Assel Infarmation | [F58
Lueation L Uit Mgt Comt Cerder Program PC Baas Ui
ROB o1 | SADO1 (= {= 1§ o, (CHP100 Sy, (=} o, =3
>

-Next-




DEFINE THE REQUISITION (CONT.)

Step 3

Favorites ~

I
Employee Self-Service

Create Requisition =

Main Menu ~ > L

Chri G

Back to ‘Table of Contents’

Press “Checkout” button only after all
of your items \_have been entered.

Checkout

Home My Preferences Requisition Settings | EF g Lines
Request Options = Search Search Advanced Search
Enter details for your first irom the ments on 1he ot 1o Special Requests
|te m | n th e lllte m Deta | IS" pegiicreaiin Youk T iiion Enter information about the non-catalog item you would like to order:
 —> Item Details
a rea *item Description
Enter the vendor/supplier - gl -
info in the “Supplier” area \ “Category a et T
Enter any part numbers -
related to your item in the N E
Supplier Name (= § Suggest New Supplier

“Mfg ID” field only

If there is additional
information for this item
that should be referenced

Supplier item ID

turer
Mfg ID
Manufacturer

Mfg Item 1D

Additional Information

on the PO, enter that
information in the

(=2

]

/ Ij(sej_ﬂ to Supplier

///’;eauest New Item
[IRequest New Item

NOW SCROLL TO THE BOTTOM

“Additional Information”
box AND check all 3 boxes
underneath

THE UNIVERSITY of TEXAS SYSTEM
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[X snpw at voucher

—]
Ij)kshoj at Receipt

A nofification will be sent to a buyer regarding this new item request.

OF THE PAGE AND CLICK “ADD TO CART”
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ADD ITEMS AND/OR SERVICES

Favorites ~ | Miain Menu ~ >  ePro ~ > R

“CATEGORY” field tips ——

Mote: You may either Search or Browse to 0ok up the appropriate category for your special request.
Search Categories

searcn g

rinting »x Find

_ Cha nge the d rop dOWn bOX to read Calj:;:I::s alize | Find | VlewA::’fp:jf First + 1—()(!:;:ISnT"reeLasi
llDescri ptio n” 1 Non Catalo: 45101609 Silk screen printing racks ~
- Enter a one word, basic description o i

Promotional or advertising

in the search box
- Choose the most accurate choice of 5 Non Cataton Stfct exliding:Toming

4 Non Catalog 82121505

t h t . . d d 6 Non Catalog 82121506 Publication printing
€0 p Ions prOVI € w 45101604 g‘:iz;zg:‘:ng plete
8 Non Catalog 45101701 Printing assemblers
9 Non Catalog 82121504 Letterpress or screen printing
10 Non Catalog 73151900 Industrial printing services
+1/nom Catatog 5101610 Sillkk screen vacuum printing

frames

45101505 Photogravure printing

12 Non Catalog machines

Printing collators or

13 Non Catalog 45101703 i
14 Non Catalog 60121704 Lincleum for block printing

~
15 Mon Catalon AS104705 3

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

Favarites Main Menu - »  eProcurement~ > Requisition

“SUPPLIER ID” and

“SUPPLIER NAME tips

Supplier Search
Enter name of supplier _
n

in “Name” field. (Try Suppiiex 10 |
entering just the first

word in their name so

the search will bring up Alternate
all possible suppliers Supp Warve
with that name.)

Name Reset

Short Supplier Name
] HUB Vendors Only
City
Ci o state[ ]

Postal Code

0 Enter search criteria to find a supplier.

Select Cancel

THE UNIVERSITY of TEXAS SYSTEM
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ADD ITEMS AND/OR SERVICES (CONT.)

Favorites ~ Main Menu - > eProcurement =

Employee Self-Service

Edit Requisition - Review and Submit

» Manage Requisitions > Requisition

After you click
“Checkout”, you
will be brought to
this page.

Review the item information and submit the req for approval.

Requisition Summary

Business Unit SADO1

Requester 6001039650 Christopher G Palacios

*Currency USD

Cart Summary: Total Amount 10.00 USD

Doublecheck the
following:

Expand lines to review shipping and accountin

Requisition Lines (2

Line Dg; Iltem ID

Supplier

ReqUiSition Select lines to:
name
Line item

details

[[] Select All/ Deselect All _E.{:a Add to Favorites

Shipping Summary

# Edit for All Lines

. / Ship To Location CNTRLREC
- Sh'p TO address Address 210 W Tth St
Austin, TX 78701
To Ci G Palacios
Comments

-Next-

\WIVE,
s,

THE UNIVERSI
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UT System Administration

Back to ‘Table of Contents’

My Li
My Preferences Requisition Settings
Requisition Name [testreq
Requisition ID 00000032366
priority
Custom Fields
qp Add More ltems
Quantity uUomM Price Total Details Comments Delete

10,0000 Each 1.0000 10.00 = 3 Add

'.D_S| Add to Template(s) E Delete Selected ?%Mass Change

Total Amount 10.00 USD

Pre-Encumbrance Balance 10.00 yspD
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ADD ITEMS AND/OR SERVICES (CONT.)

Enter the following If everything looks good, scroll down to the
Information in Total Amount 10.00 USD
”Requisition bottom Of the page. Pre-Encumbrance Balance 10.00 Usp
Comments and Shipping Summary
Attachments”: 4 Editfor All Lines

Ship To Location CNTRLREC
- Reference the fyote ’ Address 210'W 7th §1

number (if no quote #, Austin, TX 78701

reference date of Attention To Chri G Palacios
quote and vendor Comments
contact) s —
- Reference contract Enter requisition comments
number (only if &l
aDpplIC: bIE) t l t t K‘ senato suppter m Show st Recewt )D Shown atvoucner Add more Comments and Aftachments
Enter approval justification for this requisition
=

Enter reason for

awa rding to vendor in T2 Check Budget T pre-check Budget
“Approval Justification” Save & submit B saverforLater P AddMore ftems 62 preview Approvais
box (usually “low bid” or

“contract purchase”)

Budget Checking Status:Valid

THE UNIVERSITY of TEXAS SYSTEM
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REVIEW AND SUBMIT THE REQUISITION

Almost finished!

Shipping Summary

# Edit for All Lines

Check budget

Back to ‘Table of Contents’

Total Amount 10.00 USD

Pre-Encumbrance Balance 10.00 usD

Ship To Location CNTRLREC
“" Address 210 W 7th St
Save & Austing TX 78701
S u b m it” to Attention To Christopher G Palacios
Comments
move forward
f Requisition Comments and Attachmentis
or =
Enter requisition comments
Reference: Quote # 2515 / E-mail quote from vendor contact Joe Schmoe on July 11, 2019
d e pa rt m e nta | Reference: UT System Supply Chain Alliance Contract # UTSSCAS114
I Departmental Contact: Christopher Palacios / cpalacios@utsystem_edu / 512-579-5143
approva
v i v i v
”S f Send to Supplier Show at Receipt Shown at Voucher T —
ave ror pproval Justification
” e : . o
Late r to h (0] | d Enter approval justification for this requisition
UTSSCA coniract purchase| (]

on your desk

for submission
later

Budget Checking Status:Valid

Check Budget B Pre-Check Budget

& G4

Save & submit ] Save for Later ar Add More ltems

-Next-

&3 Preview Approvals
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REVIEW AND SUBMIT THE REQUISITION

Confirmation

G o printabie version £ This Requinttion ok Budget Pro-Chack Burget
Cost Center Approval
test req:FPending [F]51an1 Nawe Pan

Fanding
O e Eenias fmpeaval | L]

Ll eyt s Raquisins T panage Requsitions

1000 LIS

e une

(CONT.)

Back to ‘Table of Contents’

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

& \)N 1! IIE]P
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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
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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&BUISINESS UNIT-SADO1&REQ |D-00000000104

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.

Back to ‘Table of Contents’

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

WWW.UTSYSTEM.EDU

a separate email (see next page)

Q‘ive), then send to the vendor in
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SEND THE PO TO THE VENDOR

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

From = (you)@utsystem.edu
=1
To.. (Vendor contact)
Send
Cc... |(your Department contact for this order)*
Subject UT System PO Mo, SADD1- ref: Quote Mo, .
! [ ﬂThe Department contact is the \
\ttached mi PO# SADDT - person in your office that
' o originally requested the
goods/services. They are usually
the person the vendor would
Hello (vendor contact), contact regarding the
_ items/services to “talk shop”.
Please find gttacheq uT S\.rst_em PO #_SADDI-% 'that_corresponds with your quote numbc.ari. Copy them as a courtesy so they
Please confirm receipt of this order via response to this email and let me know if you need anything else. . .
will know their order has been
Thanks vubmitted to the vendor. /
{your name and contact infa)

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*
P Fram - (you)@utsystem.edu
=1 To... AccountsPayable @utsystem.edu J i \
Send
L . L
Subject PO #3AD01-0000 for AP Purchase Order file @ invoices should be sent BY THE \
Attached jy PO SAD- VENDOR to the Bill To address on

il your PO, without exception. If you

receive the invoice in your office or
To Accounts Payable: your email, please forward the
invoice immediately to
AccountsPayable@utsystem.edu,
then let the vendor know that they
[YOUT name, contact info and department) need to follow the Bill To instructions
on the PO when submitting future

Qvoices. /

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

Thanks,

THE UNIVERSITY of TEXAS SYSTEM
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MANAGING AND TRACKING REQUISITIONS

To track the status of your Manage Requisitions
req u iS |t | on S, d (0] t h e Requisition Search Keyword Search
fO”OWing: w Search Requisitions
To locate requisitions, edit the criteria below and click the Search button.

Business Unit [SADO1 (&} Requisition Name G,

- Enter your Em pl ID #in Requisition 1D Q Request State| All but Compiete v Budget Status | v
th e “« Req u eSte r.l H ate From 07/05/2019 [ ate To (07/12/2018 [E
Requester 6001039650 Q Entered By &} POID Q,

- E nter a d atera Show Advanced Search

searche the “Date

equisitions |7

n " ”n

F ro m a n d Date TO To view the lifespan and line items for a requisition, click the Expand triangle icon.

fieIdS To edit or perform another action on a requisilion, make a selection from the Action dropdown list and click Go.
Req ID Requisifion Name BU Date Request State Budget Total
0000003373 0000003373 SADD1  07/12/201% Approved Valid 4,725.00 USD [[Select Action] v| Geo

- Press “Search” button 0000003372  SYS AUD Supplies 71119 SADO1  07/11/2019 PO(s) Dispatched Valid 43,69 USD [[Select Action] V| [ Go

0000003371 0000003371 SADO1  07/11/2019 PO(s) Dispatched Valid 12,224.00 USD [[Select Action] v| ;' Go
0000003370 0000003370 SADO1  07/11/2019 PO(s) Dispatched Valid 8,176.00 USD [[Select Action] v Go
0000003369  Ink for Jose's Printer SADO1  07/10/2019 PO(s) Dispatched Valid 25556 USD |[Select Action] v|[ Go
0000003368 0000003368 SADO1  07/10/2019 PO(s) Dispatched Valid 273.93 USD |[Select Action] vl Go

-Next-
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MANAGING AND TRACKING REQUISITIONS (PRINTING)

Step2

Manage Requisitions

| Requisition Search || Keyword Search |
¥ Search Requisitions
To locate requisitions, edit the criteria below and click the Search bution.

Business Unit SAD01 Q Requisition Name Q,
Reauisifon D a Rocuost st ATDU CompEe ] utgetsais| ]
Date From 07/05/2019 5 Date To 07/12/2019 £
Requester 6001039650 Q Entered By Q POID Q . o o i g Wmmqumm. TaauEson with dishibution 5 7 (18036.11614)
| seach || Clear | Show Advanced Search . A —

Pl { Ho
Requisitions (7

To view the lifespan and line items for a requisition, click the Expand friangle icon.
To edit of perform another action on a requisition, make a selection from the Action dropdown list and click Go.
ReqlID Requisition Name BU Date Request State Budget Total

b 0000003373 0000003373 SADOT 071212019 Approved valid 472500 UsD IETIRT U v |
[Select Action] V][

O T — Click ‘Yes'

) 0000003372 SYSAUD Supplies7.11.19  SADO1  07/11/2019 PO(s) Dispatched Valid

¥ 0000003371 0000003371 SADOT 07112019 PO(s) Dispatched Valid

Step 1 — Select requisition you wish to print, then change
drop down box to “View Print”

-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
/ \ Manage Requisitions

You can also copy a Requisition Search || Keyword Search
previous requisition Search Requisitions
created by you. To locate requisitions, edit the criteria below and click the Search button.
Business Unit SADO1 a Requisition Name a
This is a useful tool Requisition ID Q Request State| V] Budget Status | v|
if you have recurring Date From [09/01/2018 5 Date To [07/12/2019 E1
service renewals or Requester 6001039650 Q Entered By a POID Q
commodity needs.
Search Clear Show Advanced Search
Do NOT copy
requisitions for Requisitions (7
office supply orders, To view the lifespan and line items for a requisition, click the Expand triangle icon.
as pricing changes To edit or perform another action on a requisition, make a selection from the Action dropdown list and click Go.
frequently. Req ID Requisition Name BU Date Request State Bu&-jget Total :
k / 0000003366 testreq SADM 07M10V2019 Canceled Valid 0.00 USD | [Select Action] V| E Go
0000003234  mouse for Lis SADO1  05/15/2019 PO(s) Completed Valid 15.90 usD [[Select Action] v] Go
0000002066  Tableau Erica Haynes SADO1  03/04/2019 Complete Valid 319.00 USD Go

Enter Requisition ID or use the date range function, then click Search button. Fi equisition 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.)

3
5 My Preferences Requisition Settings

Requisition Summary

Business Unit SADO1 Q UT System Administration Requigition Name

Priority

*Requester |6001039650 CL  christopher G Palacios

*Currency USD
Custom Fields

Cart Summary: Total Amount 1,020.00 USD

Expand lines to review shipping and accounting details '=G=' Add More liems
Requisition Lines (2
Line Description Item 1D Supplier Quantity uomM Price Total Details Commenis Delete
[ ? Boise ASPEN 30 MANUFACTURING 10.0000 Case 285_0000 85000 Q Add ﬁ
L Multipurpose Pa PARTMERING GROUP
LLC
2 e Lemi Shine Booster MANUFACTURING 24 0000 Each 5.0000 120.00
s Dishwasher PARTNERING GROUP &2 Add
L
] y Freight Charges (not to MANUFACTURING 1.0000 Batch Lot 25 0000 25.00 @ Edit
f exceed PARTMERING GROUP
LLc
[14 gm= Freight charges (not to MANUFACTURING 1.0000 Batch Lot 25.0000 25.00 = & Ean i}
f exceed PARTMERING GROU,
LLC
[] Select All / Deselect All Select lines to: [# Acd to Favorites, 23] Add to Tempiate(s) Delete Selected fEkMass Change
Total Amount 1,020.00 USD

Enter your new Requisition Name, then edit Line Items, Cost Centers, etc. as needed. Remember to enter new
quote/ contact information in the Comments section of Requisition Comments and Attachments.

&
£

5
e
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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”

Favorites - Main Menu -~ > eProcurement -~ > Requisition

Employee Self-Service

Create Requisition =

Welcome  Christopher G Palacios i Ho
o Home A My Preferences 38 Requisition Settings | ¥ g Lines Shscicous
Request Options = Search [Adl ~] Search Advanced Search
Special Requests cial Requests (2
Web Enter in ation about the non-catalog item you would like to order:
SciQuest eShop FPortal
A Item Details
Favorites *hem Descri
Tempilates *Price *Currency usoD
~Quantity =Unit of Measure <%
*Category (< Due Date 1]
Address Sequence Number 1R

. 20900 FM 1083 RD APT 8104
supplter RICHMOND = 7407
Supplier ID 0000101610
Supplier Name |MANUFACTURING PART oy e e S et

Supplier item 1D

Manufacturer
Mig ID (=%
Manufacturer

Mg item ID

1) Click on SciQuest eShop Portal. (You may need to click the arrow next to “Request Options” to see the eShop
link.) You will be rerouted to the eShop Shopping Dashboard.

-Next-
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NAVIGATE ESHOP PORTAL

eShop Portal

Favorites | Main Menu > eProcurament » (Create Requismion

Eiihiee s smee] 1rarno |

W Shop  Shopping  Shapping Home =

Shopping Dashboard

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.

| 1. Click on ‘Home’

rch From All Hosted Catalogs (Does Not Include PunchOut Catalog:

v
5. After you have filled your cart, click

(Lol search (an-C)

Requisition
? Thare ars na lnes i this reques:

Search Everything
Pt GO S | o s 2. Click on Punch-
out Catalog
Instructions Organization Message EI  shop By Catalog —

~ Punchout Catalogs
A A A

TODAY'S

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

NIVE
‘::"m"fus"

THE UNIVERSI
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SHOP IN A VENDOR PUNCH-0OUT CATALOG

This will bring you to TBS order site:

Favorites - Main Menu ~ » eProci - R

Employee Self-Service My Links Select One:
SelectSite PunchOut Cancel PunchOut

lr

Account 82617105 Hi, Christopher Palacios Logout ’
= ) Order By ltem | Mjists — o 0ltems
TOoODAY'S Search by Keyword or Item# Q. & o@ O = Wi
My Account - Orders~ Quick Order - My Lists~ Cart -

Office Supplies Paper Ink 8 Toner Breakroom Cleani Technology F iture School Suppli Print + Copy Services m—

Hi, Christopher Pal

Save on C acios
Memory from
y Account 82617105

Centon Sy P

1
| Adapter

micce ;s
S m Recently Viewed @

You do not have any Recently Viewed ltems

Order By Item @

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
B Al e e Click this button
wihen the cart is
ready to transfer e T——y ]
™ Shopping Cort —
- > e
& =3
T b 23775855 S0t 0EE1 Mg LA § 1 /'
Bacripsen -—  —
Proparea v iy O Enter a description
Suppliey | Lisg Hews Drtsily then hit ‘sawe”
" oo GERTR e T | A na Fere ~ =
Today's Business Solutions - - [
B M ol davgred
Thal =01 i TG DORD s M $3 WPO Th BapPile | wlCR YT (e Tl Vb
Fiomd 1oy mphm craegst WAODEFY (TR wil'v (T i) mat setrieved oo S 38T 1001 Bk A
[T
Pocchant Dusrripaa oy b e f Pasrhoaging ikt Fricis Cpasndity Exk Peicw [
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, J0uPE
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
SPRp—

The ‘Return Cart’ will transfer you back to the “Create Requisition — Checkout — Review and Submit” screen in

PeopleSoft.
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COMPLETE, REVIEW AND SUBMIT THE REQUISITION if you haven’t entered your Cost

. w o ey . ”
Checkout - Review and Submit Cen ReqUISItlon Settlngs 4 you
Raviow M e infarmatian and submit e fed Tor appoval e e = N—— can do SO here or enter it in ”M ass
Requisinon Summary

Change”.

Dusiness Unit |SADOT Oy UT Systam Adminisiration Requisilion Name  Paper
“Hequester (6001039650 Q. Christopher G Palacios Prioity [Modum ]
“Currency |US0

Enter “Requisition Name”

Custom Fields.
Cart Summary: Total Amasunt 86,80 USD
Expand fines 1o review shipping and sccounting detaits u's Add Mora ltems

Requisition Lines (¥

Check Shipping Address and modify

Line Diescription Itam 10 Supplier Ciuantity oM Prica Total Commants  Delata f
C11 @ BotsetR) ASFENR) TODAY'S BUSINESS 100000  canon 36 6200 IT hecessa I‘y
Mullipurpose SOLUTIONS LLC
] Seloct Al 7 Dosolact All Select lines to: [ Agd 10 Favorites 23 Adga 10 Tempiate(s) 1EMass Change

SR s Leave “Requisition Comments and
Attachments” BLANK.

Shipping Summarny

& Eait tor AR Lines
Smp To Location CHNTRLREC
Aduress 210 W 7th 5t
in, TX 78701

Enter approval justification.

Attention To Chiistopher G Palacios
Comiments

c and

When you click ‘Check Budget’, then
‘Save and Submit’, the requisition will go
e N through the normal PeopleSoft
workflow, then convert to an approved
PO which will route electronically to the
vendor for processing. You can monitor
the status of the requisition by going to
eProcurement > Manage Requisitions.

Enter requisition comments

1 Send to Supplier ] Show at Receipt [
Approval Justification

Lrier approval pstificalion Tor Mis requisiion

" Chack Dusgt = Pre-Check Dudget

& Save & submit = Save for Laler | Add Mare Hams &3 praview Appiovas

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.
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ACCESS ESHOP PORTAL THROUGH “ CREATE REQUISITION”

Favorites ~ | Main Menu - >

eProcurement ~ > Requisition

Employee Self-Service

Create Requisition 2

welcome Christopher G Palacios -
5 ome

A My Preferences

equisition Settings | B g Lines Checkout

Request Options -

Search [Al ~]

Advanced Search

Special Requests Special Requests (7

wWeb

Enter information about the non-catalog item you would like to order:
SciQuest eShop Portal

tem Details

Favorites *tem Description
Templates

=Price *Currency |USD
*Quantity *Unit of Measure @
+Category @ Due Date B
Address Sequence Number 1=

i RicHMOND e ™ 77407

Supplier ID 0000101610 @

Supplier Name |[MANUFACTURING PART|cy Suggest New Supplier
Supplier item ID
Manufacturer
mMrg 1D @,
Manufacturer

Mg ftem ID

Click 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

THE UNIVERSITY of TEXAS SYSTEM

™ Shop

My Carts and Orders > Open My Active Shopping Cart =

)ﬁ-z Shopping Cart o crmsopner Foioeios
= Save

Cart Name 2017-05-16 cpalacios@utsyste

Description sharpie test 5/16

Prepared for Christopher Palacios

Select a different user...

Supplier / Line Item Details Click this button When you

are ready to transfer

Hide line details

Today's Business Solutions moreinfo.. Contract

PO Number

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

more info...

shipping, Handling, and Tax charges are calculated and charged by each supplier. The values shown here are for estimation purposes,
budget checking, and workflow approvals.

Product Description Catalog No Size / Packaging
1 Sharpie(R) Permanent Fine-Point Markers, Blue, Pack Of 12 ¢  moreinfo.. 451906 DZ
Manufacturer Mame Sanford LP.
Manufacturer Part Number 30003
Supplier Part Auxiliary ID 451906

& ltem(s) for a total of 59.88 v

B cancel PunchOut

i/ Continue Shopping

Return Cart to PeopleSoft ar

For selected line items | Add to Favorites

Sl o |

To Be Assigned

Unit Price  Quantity
9.98 5 DZ

Supplier subtotal

Subtotal
Total

Ext. Price [
so.sausp [

59.88USD

59.88
59.88 USD

Back to ‘Table of Contents’

Note: You also have the option to reassign
the cart to another Requester in your
department:

Click on the button, and you will see this
box appear: 1.

e

@) Search for an assignee

Assign Cart

C Setect from profile values

Close

THE UNIVERSITY of T

AS SYSTEM
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COMPLETE, REVIEW AND SUBMIT THE REQUISITION

Checkout - Review and Submit

SRR S — If you haven’t entered your Cost

&y L4 5 il : . « ege .
Regulaition Summary Center in “Requisition Settings”, you
Business Unit |SADOT =3 UT Systam Adminisiration Requisition Name Paper H “"
SR — e i g —— can do so here or enter it in “Mass

v Change”.

Cart Summary: Totsl Amaunt 166,80 USD

Expand fines 1o review shipping and sccounting detaits u's Add Mora ltems

Enter “Requisition Name”

Requisition Lines (7

Lina Dascripton itam 10 Supplied Ceantity UM Prica Total Datalls Commants Dadate
1 g Bome) ASPENR) lg?s‘rl'g'\rlsg&;:r:l:sn 10.0000  canon 36 HRO0 166 B0 iz, O add m h k h dd d d f
el e : Check Shipping Address and modify
] Seloct Al Dhnsalect Al Select lines to: [ Aga 10 Favorites 8 Aca 10 Tempiate(s) M Dwlete Selecied 1HMass Change .
if necessary.
Total Amoyy {i}

Shipping Summarny

£ Edntor an Les Leave “Requisition Comments and
Ship To Location CNTRLREC

Gadie  FEwWime Attachments” BLANK.

in, TX 78701

Attention To Chiistopher G Palacios
Comiments

Enter approval justification.

c and
Entar raquisition commaents

When you click ‘Check Budget’, then
‘Save and Submit’, the requisition will
go through the normal PeopleSoft
workflow, then convert to an approved
[ PO which will route electronically to the
o vendor for processing. You can monitor
G Savessubmi B Save for Later [ Add Mora Harms 63 praview apoiovas the status of the requisition by going to
eProcurement > Manage Requisitions.

1 Send to Supplier ] Show at Ruceipt ] Shown ol Voucher

Agd more Comments and Atlaciiments
Approval Justification

Lrier approval pstificalion Tor Mis requisiion

E1 pre-Check Budget

THE UNIVERSITY of TEXAS SYSTEM
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(Standard and eShop Orders)
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NAVIGATE TO “MANAGE REQUISITIONS”

¥ Procurement Operations

Financial Approvals Requisition Manage Requisitions Supplier Inquiry

A

|

@ e @
Review Purchase Order Reconcile PCards

o || -

e

[ ] rfa
|}

o —
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FINDING YOUR PURCHASE ORDER NUMBER

You MUST know your Purchase Order (PO) number in order to receive items in PeopleSoft!

If the PO number isn’t
referenced on the packing
slip and you don’t know the Requisition Search || iceyword Search
PO number related to your =i B e P T

Manage Requisitions

To locate requisitions, edit the criteria below and click the Search button.

requisition’ follow these Business Unit SADO1 L § Requisition Name ay
Steps. Requisition ID (&} equest State| All but Complete ~| Budget Status ~|
Date From 06/01/2019 5 Date To [07/18/2019 El
Reqguester 6001030999 Entered By Q PO ID o

- Go to “Manage Requisitions”

Show Advanced Search

- Enteryour Em

”Requester" e lifespan and line items for a requisition, click the Expand triangle icon.
“w " = adit or perform another action on a requisition, make a selection from the Action dropdown list and click Go.
date from and date to Req ID Requisition Name BU Date Request State Budget Total
Range set ”Request S 0000003387 0000003387 SADO1  07M8f2018 PO(s) Created Valid 170.46 USD [[Select Action] ~| Go
7
“ "~ 0000003351 0000003351 SADD1  07/01/2018 PO(s) Dispatched Valid 27520 USD [[Select Action] | Go
To “All but Comp — -
“ ” Reqguester Jennifer E Hosey Entered By Jennifer E Hosey Priority Medium
press Sea rCh Pre-Encumbrance Balance 000 USD

= & = x

- C|ICk trlangle/ Requisition Approvals Invento! pg::;‘::e ;:;r:g; Re:el‘\ring Retums Payment
the Requisition# to expand, Request | -
Line Information Personalize | Find | 2| B First ‘4 190f9 “k' Last

then click “Purchase Orders”

Line Description Status Price Currency Quantity UOM  Supplier

TODAY'S BUSINESS ®

1 &) Case Logic 17.3 Laptop and T... PO Dispatched 35.6900 usD 2.0000 EA SOLUTIONS LLC

THE UNIVERSITY of T s SYSTEM
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FINDING YOUR PO NUMBER — STEP 2

?
You'll be
brought to
. Business Unit SADO1
this screen,
Requisition information Find | View Al First ‘4’ 10f9 '*/ Last
and your PO
Requisition 1D 0000003351 Line Number 1
Number can : : B _
PO information Find | View All First ‘4’ 10f1 “&' Last
be found
here —p PO Number 0000003161 Buyer 6001039650 Change Order
) PO Date 07/01/2019 Supplier ID 0000018921 Terms NETO7 PO Status Dispatched
Lines Personalize | Find | View a1 | 2] Rl First ‘4" 10f1 » Last
Line ltem ID Description Merchandise Amt oM PO Gity Status Line Details
5 Fane Logic A7 3 Laptop 7138 USD EA 20000  Approved =i

and Tablet Case e

Return to Manage Requisitions

THE UNIVERSITY of TEXAS SYSTEM

WWW.UTSYSTEM.EDU




Back to ‘Table of Contents’

CREATE A RECEIPT -STEP 1

Manage Requisitions

Requisition Search Keyword Search
Search Requisitions
To locate requisitions, edit the criteria below and click the Search button

Business Unit SADO1 S Regquisition Name SR
Requisition 1D S Request State[All but Complete ~ | Budget Status ~]
Date From [06/15/2019 [54 Date To [07/16/2019 [54
Reqguester 6001030443 = Entered By = PO ID [ 8
Search Clear Show Advanced Search
Requisitions (2
To view the lifespan and line items for a requisition, click the Expand friangle icon.
To edit or perforrn another action on a reguisifion, make a selection from the Action dropdown list and click Go.
Req ID Requisition Name Bu Date Request State Budget Total
0000003375  Magios Renewal SADD1  O07/15/2019 PO ispatched Valid 9.047.50 usnlISelect Action] | Go
Qoo0D03341 19ULO061 Battery Backup SADO1 06/24/2019 (PO{s) Dispatched Walid 22 027 10 UshH cene et Go
000003336 YEEAM Backup & Replication SADO1 062120, Recemnvead Valid 132,475.88 US i TSetectArctiony Vb\ i So
0000003335 ODOP Refresh FY 19 SADDA1 2019 Received alid 11,598.66 USD |[[Select Action] \ ~| Go
Q000003327 TIS Refresh (Partial) SADO1 Fartially Received Valid 3,696.91 UsSD | [Select Action] \ Vl So
0000003326  OCP and (part)AUF Refresh SAD 06/18/2019 Partially Received Walid 11,569.00 USD [[Select Action] | Go
Create New Reqguisition Review Cha e Reqguest Review Change Tracking Manage Receipis Reqguisition Report
Requisition must have ‘PO(s) Dispatched’ Select ‘Receive” f
o o elec eceive” from
Status before the ‘Receive Order’ will appear 4 4 th lick
o q rop-aown en clic
in <Select Action> drop-down P ’
the Go button.

THE UNIVERS of TEXAS SYSTEM
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CREATE A RECEIPT — STEP 2

|
Receiving

You’ll be
brought Find an Existing Value Keyword Search dd a New Value
to this page.

Business Unit|SA
Simply click the Receipt N

O Receipt [V]

“Add a New
Value”

Add

tab, th%»
”Add”,
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CREATE A RECEIPT — STEP 3

| e v g | e

Select Purchase Order

Insert the PO Search Criteria
Number in the PO Unit|SADO1 Q Days +/- Today 30
I D fleld, _t_-hen ” D 0000003139 Q Start Date 06/16/2019 [
CI iC k ”Sea rc h”. Line / Schedule / End Date 08/15/2019 Eﬂ

Release Supplier Name Q Supplier Lookup

ltem ID Q Supplier ltem ID Q
Ship To Q Manufacturer ID Q
Ship Via Q Manufacturer's ltem 1D Q
M Retrieve Open PO Schedules
= Receipt Qty Options
O No Order Qty O ordered Qty ®@ro Remaining Qty
OK Cancel Refresh
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CREATE A RECEIPT — STEP 4

Retrieved Rows Parsonalze | Find | View Al | 2| B Rt ¢ tort ? Las
Click the “Sel” Selected Rows || Shipping Related || More Detais | [=)
POX f(O; any Sl POUNt POID Line  Sched Rease  DueDale  POQY REE;'I;[ tem Description
item(s) you
received. [] SADD! 0000DO3139 3 06/19/2019  2.0000 DellLattude 7390 with th o
Leave ; i
. * Select Al Clear All
non-received
items
unchecked.
) 0K Cancel || Refresh
Then click
IIOKII
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CREATE A RECEIPT — STEP 5

Maintain Receipts
On this page, Recelving
confirm that the

. . Business Unit SAD01 Receipt Status Open x
appropriate items _
. Receipt ID NEXT Header Comments/Attachments Activities
are I ISted . Header Details
Header
|f yo u rece ive d a clect Purchase Order Close Short All Lines Print Delivery Report
partial shipment, Receipt Lines

Receipt Lines | More Details || Links and Status || Item/Mfg Data || Optional Input | Source Information [EN

change the quantit

- - ) *Recv o Accept Close .
Line Description Receipt @ Receipt Price Status Serial
to match the number i POV yow  Reee ay Shor
you received. 1 B Dell Latitude 7390 with the fo 20000 2 A |@ 160956000  2.0000 Open O
D Interface Receipl D Run ClOSe Shorl |meﬂace Assel mformahon

Click ”Save”.\ .
5|save ||[=]Notify || Refresh
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Device  Stock

Track  UOM AM Status  Devic(

. Devic
[0 [EA Q Pending Track

[} Add




CREATE A RECEIPT — STEP 6

Maintain Receipts

Your receipt Receiving
|S co nfl rm ed Business Unit SADO1 Receipt Status Fully Received
Wh en a Receipt ID 0000003713 Header Co nis/Attachments Activities
. . Header Details ent Status
Receipt ID is Header

assl g ne d Select Purchase Order Close Short All Lines Print Delivery Report Run PO Receipt Accr
an d Rece I pt Receipt Lines Personalize | Find | View All | {
Status Receipt Lines etails || Links and Status || Item/Mfg Data || Optional Input || Source Information EN
C h an ge S to Description Receipt Qty L‘Be;'v Receipt Price Accept Qty Status glhoos: Serial E')I'i:::cke ag&k A
”Partially Dell Latitude 7390 with .
the fo 2.0000 % EA |Q_ 1609.56000  2.0000 Received O O EA |Q P

. ”
Received” /
” F I I D Interface Receipl D Run Close Short Interface Asset Information

u
[Elsave ||[=] Noti 4 Refres

Y ” s = Notify || #¥ Refresh

Received

ONERS,
,:?:" q'.rslw,,‘&,z
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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 / SUPPLIER
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.
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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
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