
General Information for TxEIS 

When you are finished doing a purchase order, DO NOT just click the “X” to close the browser. 

Instead, click the “Exit Application” link in the upper right corner. That will close the application and the 

browser tab. 

Be sure to click “Logout” on the main directory screen when you are finished with TxEIS. 

The following pages will help you with the basics of the purchase order requisition process. 

  



 

Purchase Order Requisitions in TxEIS 

Basic information to go along with the training video: 

 

 

 

 

 

Use the ellipse button to search for the vendor 

name. If not found, DO NOT submit the 

requisition. Email LeighAnn McCain the vendor 

details including vendor name, address, phone 

and fax so she can add the vendor to the 

system. She will then email you to let you know 

you can submit the requisition. 

Use “Comments” to indicate what should 

be done with the PO when completed: 

Please Fax, Please Mail, Return to 

Employee, Need check in hand… 

The Campus/Dept field 

should auto-populate 

with your default 

campus or department. 

To change to a different 

campus or department, 

delete the entry and 

enter the number 

desired: 

Elementary – 101 

Middle School – 041 

High School – 001 

Athletics – 939 

ESL - 941 

To assign the same budget code to all items in 

the requisition, use the “Uniform Acct Distr” 

button. Enter the code to use, and enter 100% 

in the percent field. Click “Calculate Amount” 

so that the total amount appears in the 

amount field. 

Rarely Needed:  If you want to distribute the 

purchase over multiple budget codes, enter 

each code and the percent to pay from each 

one. 

This is what the Uniform Acct Distr window 

looks like. 



 

 

 

 

When you have filled in all the information 

on the form, you can print a summary if 

you want to. Click the “Print” button. The 

report will be generated and can be 

opened in PDF or Excel for saving or 

printing. 

If you are NOT ready to submit the 

requisition for some reason, click “Save” so 

that you can retrieve it later for 

submission. Saving a requisition DOES NOT 

send it on for approval and processing. 

If you have completed the form and are 

ready to submit it, click “Submit”. You will 

be prompted with the option of printing a 

summary report after clicking  the submit 

button. After that, you are finished.  You 

will receive an email when the approval is 

completed. 


