
PURCHASING

*If applicable auto settings are selected in TxEIS.
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Soft encumbrance posted to 
selected accounts. GL balance 

updated via JV entry.

Request goods

Create and submit 
requisition

*Requisition created and 
number assigned

Requisition returned 
to originator

BASIC TXEIS PURCHASING REQUISITION FLOW CHART

Approved

FINANCE

Final Approver

*PO created and number 
assigned

Approved

Soft encumbrance reversed.      
PO encumbrance posted in GL.

Print POs to register 
the purchase

PO forwarded via 
email or fax to vendor

Vendor receives, fills, and 
ships PO order

LEA receives goods
 * A payable transaction 

is created  

Run the PO check 
processing to create a 
payment transaction to 

the vendor.

Review Requisition

Not approved

Submitted to workflow


