Accessing the e-Pro (E-Vouchers & PReqs) System

To access you will need to log into Self Service, using your
HawkID and Password. https://hris.uiowa.edu/portal/.

Note: Your web browser must support encryption and have cookies
enabled in order to login. We recommend using Internet Explorer.

Once you have logged in to Self Service, click on the
ADMINISTRATION tab at the top of the screen and under
the Systems Header. Locate the Systems box and click the
E-Pro(E-Vouchers & PReqs) link.

After clicking on E-Pro, the One Stop e-Procurement page
displays. It provides a notification center and a single
platform to all electronic procurement methods supported
by Ul Purchasing, Accounts Payable and Travel. For each
tool under the title is a brief description of what the system
is used for. If you know what system you need to access,
click on the system name and the system will open.

w T FEED

System Messages:

on January 21,
payments.
than £75.00 instead of $25.00 as its besn in the past.
to pay Research Subjects up to £75.00 without providing the SSN on the

2014,

eVoucher.
eVoucher PReqs eBuy
University Contracts An
Non-Services Services Catalog Orders eProcurement
Memberships Award Goods and Services solution providing

Prepayments < Stipend Equipment a connection

$3000 Royalties Request for Quotatians to primary suppliers
Reimbursements Guest Speaker Maintenance

Utilities Transcription Vendor requires purchase order

Refunds Consultant Prepayments > $3000

Musician/Performer Subcontracts.

Peer Reviewer

Subscriptions
Research Subjects

fii Employee Self Service

WA

Welcome to the Finance and Operations (FO) Web Applications Portal

This is your single point of acoess for FO Web Applications including Self Service. Workflow, PCard, GL
DSE, and the HR Data Access Applications, Pleass sign in using —

awkiD:
1. Your HawkiD, and

2. Your HawkiD Password Password:

IMPORTANT INFORMATION

« Employees using shared computers are advised o cick sign out and thin exil thie browser after L
completing thelr session

» This is a secure sie. Your ID and password are encrypted as they are sent for authorization

Egaot vous password?
= More hawkid snformation..,

E HawkID Login

[_signin_|

Llnl:s to Common Questions

:

+ Per Session Cookies must nol be disabled on your browser, We store lemporary data in system memory
to keap you logged in a3 you navigate the sita

« FO Wab Applications are genaerally available 24 hours a day Thare may ba occasional braaks in
sarvice for routine maintenance. especially on Samrda','! after 10pm

= Please feel free 1o submit feedback. Thani

= Hew employees receive their HawkiD and pas -wum shartly alter starting employment with the
University

« If you are a former employes, you may aceiss Emplayee Self Service for 18 manths after your
employment ends with the University, however you will need lo ressl you HawklD password on the
HawkID web site
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eVoucher change takes effect regarding Research Subject
The threshold for supplying the payee's SSN has changed to greater
You will now be allowed

Travel Related Expenses

These are quick links to the Accounts
Payable (AP), Purchasing (PO) and
Travel homepage.

You will always want to review the System
Messages when accessing this page, as any notes
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or other notes will be posted here.
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highlighting system upgrades, processing changes

Low dollar Goods
5,000 or less

Do I fill out a Requisition or an eVoucher? I'd like help. é—l

This is a link to a Wizard/Questionnaire to assist with deciding
which Online Tool to complete for Purchasing or Payment.

At the bottom of the e-Pro pages are links and contacts.
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Drirect questions & suggestions regarding the PRegs Application to pregs@uiows.edu.
Direct questions & suggestions regarding the eBuy orders to eBuy@uiowa.edu.
Direct questions & sugg

Drirect questions & suggestions regarding Workflow to Workflow,

Purchasing | Accounts Pavable | Travel | UIHC Procurement Services | Payroll | Accounting Services | Info | E-Pro Test | Self-Service/FO | AP-PO | Logout {camjones

ons regarding the e-Voucher Application to evoucher@uiowa.edu.
Diirect questions & suggestions regarding payroll procedures on Services e-Vouchers to payroll-web@uicwa.edu.

Accessing the e-Pro System

University of lowa Purchasing Department www.uiowa.edu/ap-purchasing

l|Page



http://www.uiowa.edu/ap-purchasing
https://hris.uiowa.edu/portal/

