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TXEIS Entering a Requisition

1. Login to TxEIS using your user name and password
and county/district number 097902.

A TxEIS Login |'7+ =]

Login

st
Sof Solutions

for the Educational County/District
Community Nurber 161920

Login

IMPORTANT:

This is a security-protected system. Unauthorized use is prohibited. Only
authorized personnel are allowed to use the system for authorized purposes.
By logging on, you acknowledge that you are an authorized user

2. Left click on Purchasing
(B TEIS Application

File Edit View History Bookmarks Tools Help

@ - o p htm | [#8- Google 2|

- TxEIS Application Directory

Change Pa

State Reporting

A
Accounts Receivable Attendance @i PEIMS
My Applications Asset Management Discipline TxEIS Administration

Budget

@ Security Administration

Budget Grade Reporting

-

& Requisition Finance Health

Scheduling

Special Education

[Purchasing

=
Human Resources ‘g Registration

Test Scores

8/14/2013/IS


nolen
Callout
Purchasing


3. You are now ready to enter a Requisition which will eventually become a
Purchase Order. At the Requisition window, click on the Maintenance
menu and select Create / Modify Requisition

Requ ISITION version : 1.1.0010 Buik:

bles Maintenance Inguiry Mext Year
SeseMendor Order Addresses!

Create/Modify Requisition<

Approve Requisition
Receiving

Reverse Purchase Order

4. You are now at the window where you input a new requisition. Click on
Add — Clear All

TxEIS Requisition - [Create/Madify Requisition] - Mozilla Firefos
Eile Edit Yiew History Bookmarks Tools Help

& -cxac

. MR e eAIS https:/ftxeis.chinaspringisd.net:8443/Requisition/app/reqD010/wRegFrame.htm

#p THEIS Application Directory 3¢ | < TxEIS Requisition - [Create/Modif... X | =+

Change Application

Exit Application

Help

ibles Maintenance
Maintenance > Create/Modify Requisition

SessionTimer: 29 min and 54 sec REQ3100 County/District # 161920
Requisition Nbr: || | L Retrieve ] Directory J Save ;
——»  Add-Clear All ] Add - Clear Vendor ] Add - Clear Detail ] Vendor Notes ] Comments ] Uniform Acct Distr ] Print 5 Submit 5
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Enter the information in the relevant fields. You will find that there are many
drop down buttons to assist you in making your selections. You may also type in
the first few letters in a field and it will pull up the remaining information (ie;

vendor name). You will need to email Accounts Payable (Meredith) to have a vendor
added to the system. If you select the vendor by name then the number will

automatically be filled in.

**Note: Vendor Notes will print on the Purchase Order, but Item Notes and

Comments do not.

[@) 1B Requisition - [Create/Modify Requisition)
File Edit View History Bookmarks Tools Help

& -c 0

g TxEIS Application Directory 3 |+ TxEIS Requisition - [Create/Modif... x

(il s [HeRy=d hitps://txeis.chinaspringisd.net:8443/Requisition/app/reqd010/wReqFrame.htm T -"' Google yel

Change Application Exit Application Help

ables Maintenance eports
Maintenance > Create/Modify Requisition SessionTimer: 29 min and 51 sec REQ3100 County/District # 161920
Requisition Nbr: Retrieve ] Directory I
Add - Clear All ] Add - Clear Vendor ] Add - Clear Detail ] Vendor Notes l Comments ] Uniform Acct Distr ] Print ] Submit l
Originator: Erica Bullock (EBULLOCK) Requisition Per: 09 Reference Mbr:
Requestor: Erica Bullock (EBULLOCK) « Shipping Addr: - Work Order:
Requisition Nbr: Sort KeyVendor Mame: [=] Confirm Only: [ £
Date Request: 09-23-2011 Vendor Nbr: |E| Attachments:  []
Date Required:  09-23-2011 Reason: Bid Nbr-
Order For: Priority: R Regular = Freight Cost: 0.00
ats ltem Catalog N iption ssue Urit Price Quantity scount
i - 0.00000 0.00 0.00 0
0.00

No Rows

< | [T

The following fields must be complete: Order for, Shipping Addr, Vendor Name,
Reason (ie; 1*' grade supplies), Bid or quote number (if needed).
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To begin adding a list of items you must first hit the +Add button.

Change Application Exat Application Help

Enance Jtilities Reports
ate/Modify Requisition SessionTimer: 07 min and 00 sec REQ3100 County/District #: 161920
Retrieve I Directory ] Save I Delete ]

_] Add - Clear Veendor ] Add - Clear Detail ] Vendor Motes ] Comments ] Uniform Acct Distr ] Print ] Submit ]

Erica Bullock (EBULLOCK) Requisition Per: 09 Reference Mbr:

Erica Bullack (EBULLOCK) ~ Shipping Addr: Administration Office - Work Order:

Sort Key/Vendor Name: Flatt Stationers, Inc. / F\anlga Caim@dy [d

09-23-2011 Vendor Nbr: 00346 lE‘ Attachments:  []

09-23-2011 Reason: SUPPLIES Bid Nbr.

OFFICE Priority: R Regular + Freight Cost: 500

Item

0.00

em 001

The catalog number, description (if you need more space tab over to Long
Description and you can enter more information), unit of issue (always use EA each)

, unit price (total amount of order), quantity (use 1).

After all information for the items are entered hit the refresh totals button.

Requisition Nbr: Retrieve ] Directory I
Add - Clear All ] Add - Clear Vendor ] Add - Clear Detail ] Vendor Notes ] Comments ] Uniform Acct Distr ] Print I Submit ]
Oniginator: Erica Bullock (EBULLOCK) Requisition Per: 09 Reference Mbr:
Requestor: Erica Bullock (EBULLOCK) + Shipping Addr: - Waork Order:
Requisition Nbr: Sort Key/Vendor Name: [ Confirm Only: E
Date Request: 09-26-2011 Vendor Nbr- E Attachments:
Date Required: | 09-26-2011 Reason: Bid Nbr:
Order For: Priority: R Regular = Freight Cost: 0.00
001 - 0.00000 0.00 0.00 0|
0.00

Accounts for item 001
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6. After you have input the necessary information, click the save button

Change Application

County/District #: 161920

J

Exit Application

Help

REQ3100
Requisition Mbr: Retrigve ] Directory ]
Add - Clear All ] Add - Clear Viendor ] Add - Clear Detail ] Vendor Motes ] Comments ] Uniform Acct Distr ] Print ] Submit
Onginator: Erica Bullock (EBULLOCK) Requisition Per: 09 Reference MNbr:
Requestor: Erica Bullock (EBULLOCK) « Shipping Addr: Work Order:
Requisition Nbr: Sort Key/Vendor Name: [ Confirm Only:
Date Request: 09-26-2011 Vendor Nbr: E Attachments:
Date Required: | 09-26-2011 Reason: Bid Nbr:
Order For: Priority: R Regular + Freight Cost: 0.00

Unit Price
hd 0.00000

m

No Rows

1
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7. After saving you will then need to submit the requisition. This will forward
it to your Principal / Supervisor to be approved. After approval it will be
forwarded to the business office for final approval.

Change Application Exit Application Help

Maintenance > Create/Modify Requisition SessionTimer: 20 min and 24 sec REQ3100 County/District # 161920
Requisition Nbr: Retrieve ] Directory I
Add - Clear All ] Add - Clear Vendor ] Add - Clear Detail ] Vendor Motes ] Comments I Uniform Acct Distr ] Print I
Originator: Erica Bullock (EBULLOCK) Requisition Per: 09 Reference Mbr-
Requestor: Erica Bullock {EBULLOCK) ~ Shipping Addr: - Work Order:
Requisition Nbr: Sort Key/Vendor Name: = Confirm Only:  [] £
Date Request: 09-26-2011 Vendor Nbr: =) Attachments:  []
Date Required: 09-26-2011 Reason: Bid Mbr:
Order For: Priority: R Regular ~ Freight Cost: 0.00
& at e ltem Catalog Mbr on Unit of 1zsue Unit Price Quantity SubTotal =
i 001 - 0.00000 0.00 0.00 0.
0.00

Refresh Totals
Accounts for item 001

Delete  Account Code  Description  Balance &mt Pot Amount

No Rows

« | n r

**NOTE: You will be allowed to save requisitions if over budget, but not allowed
to Submit. You will have to change the amount of your requisition to fall within

your budget.

If you change / edit the quantity or amount in the middle section, it does not
automatically update the bottom section. You may have to change the total
amount in the bottom section manually and save. You will need to hit the Refresh
Totals button in both sections.
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8. When the requisition has been submitted properly, a box saying
“Submission for approval completed.” Click on the OK button and you will
revert back to the first screen You will now be ready to submit another

requisition if needed

i \ Submission for approval completed.
N

oK |

9. If itis not obvious what the purchase order is for, your supervisor

may ask you to email them more details.

10. After a requistion is approved, a purchase order will be assigned and you
will receive an email. At that time, you will log back into the system and

print the purchase order and place the order.

11. After the order is complete attach the order documentation
(receipts, packing slips, etc.) to the purchase order

and send it to the business office.

10
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Requisition Status Inquiry

Change Application Exit Application Help

REQ4000 County/District # 161920

2011 ToDate: | 09-26-2011 Retieve | | Print | | Directory |

Requisition Status Inquiry

P B0 Comraetfey o Status Inquiry
L " General Ledger Inquiry

ReqWNbr PO Nbr Originator f e ReqPer  Pricity  Reason
o 906288 906285 EBULLOCK Approved 09  Regular supplies
S 906290 EBULLOCK EBULLOCK 09-26-2011 01033

Walmart Community ~ Pending to be approved 09 Regular supplies

m

Req Nbr: 906289

ioh  Unit of [ssue  UnitPrice  Quantity  Sub Total D = D 4wt Freight Elig  Freight 2

abc123  supplies EA-Each 10.00000 2.00 20.00 0.00% 1 26.00%

Total: 500 2500

jequence  Ap) Usel ppass £ Special Review  Print Name  Status Date
oo EBULLOCK 0.00 N he Approved  09-26-2011
Done &
[ Tl el

The Requisition Status Inquiry window is used to view the status of each item
included on a specific requisition or purchase order.

The window consists of the following three grids:

e The top grid displays requisition or purchase orders.

e The middle grid displays items included on the requisition.

e The bottom grid displays a list of the approvers in the sequence of their
approval.

Note: This Requisition Status Inquiry is filtered according to the accounts in the
user’s profile.
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