USER PROFILE EDITS
Last Updated on: 4/1/2020

 >

1. Click on the User icon in the top right corner and select View My Profile from fly-out menu.

\>

2. Enter Area Code and Phone # in the corresponding box.

3. Click Save Changes button. IMPORTANT NOTE: If you change departments / divisions, it is critical
that you submit a new Banner Security Form indicating any change with your roles and Organization
permissions. Once the security form has been completed and approved, you will also need to update
your User Profile information for FOAPAL Codes and Ship Codes. See the FOAPAL Code and Ship
Code procedures for completing those tasks.
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USER PROFILE COLOR THEME
Last Updated on: 4/01/2020

1. Click on Language, Time Zone and Display Settings link.

2. Click the drop down for Color Theme to select another theme. Note: The default setting is ECU
Purple and Gold.
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USER PROFILE COLOR THEME
Last Updated on: 4/01/2020

3. After selecting a different theme, click Save Changes button.

Y.

P

4. The color theme changed because of the update.
5. This completes the steps for this procedure. Click on the ECU icon to return to the home page.
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USER PROFILE EMAIL PREFERENCES
Last Updated on: 4/01/2020

1. Click on Notification Preferences link.

2. From here, you can select any of the sub-sections of Notification Preferences. For this example, we
will select Shopping Carts & Requisitions.
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USER PROFILE EMAIL PREFERENCES
Last Updated on: 4/01/2020

3. The following 6 events are automatically set to trigger Email Preferences: PR line item (s) rejected, PR
rejected, PO line item rejected, PO rejected, PO sent to supplier, and Contact Date Notifications (not
displayed in above screenshot — select Purchase Orders sub-section to view). Click Edit Section.

4. Click on PR pending Workflow approval combo box and select Email & Notification option. This is
recommended for Division Approvers to receive emails and notifications for requisitions that are pending
your approval. Note: You can also reverse these steps to remove an email notification.
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USER PROFILE EMAIL PREFERENCES
Last Updated on: 4/01/2020

5. Click Save Changes button to update the event for notifications on your profile.
6. This completes the steps for this procedure. Click on the ECU icon to return to the home page.
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USER PROFILE — USING EMAIL NOTIFICATIONS
Last Updated on: 4/01/2020

1. To utilize the email notifications in PORT, you must be logged into PORT with your default browser.
Note: For the email notification to work, the PORT browser must be the last browser window opened.
2. Click on Outlook to view the email notification.

3. Double-click the email to view the notification.
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USER PROFILE — USING EMAIL NOTIFICATIONS
Last Updated on: 4/01/2020

4. Double-click on View Requisition button to go requisition in PORT.
5. If email notification is the result of a document rejection, you may need to scroll to bottom of email to
see rejection reason.
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USER PROFILE - USING EMAIL NOTIFICATIONS

Last Updated on: 4/01/2020

PORT_UserProfileUsingEmailNotif _ver_20.1
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6. This will open a new tab or browser to the document in PORT that triggered your email notification.
7. Click on History tab to determine the reason the document was rejected.
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8. See note in history for the reason this document was rejected.
9. This completes the steps for this procedure. Click on the ECU icon to return to the home page.
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FOAPAL CODE EDITS
Last Updated on: 4/01/2020

1. Click on User icon.

2. From fly-out menu, select View My Profile.
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FOAPAL CODE EDITS
Last Updated on: 4/01/2020

3. Click on Default User Settings link.

4. Click on the Custom Field and Accounting Code Defaults link.
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FOAPAL CODE EDITS
Last Updated on: 4/01/2020

5. Click on FOAPAL Code Setup tab.

6. Once you are at the FOAPAL Code Setup tab, you can perform the following task related to your
FOAPAL codes: adding FOAPAL codes to your profile, deleting FOAPAL codes from your profile, and
changing your default FOAPAL codes. Note: For a complete understanding of FOAPAL codes, budget
queries, and budget transfer; you should attend Banner 101 & 102 training sessions.
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FOAPAL CODE - ADDITIONS BY VALUE
Last Updated on: 4/01/2020

1. Click on the Edit button that corresponds to the FOAPAL element that you need to add to your profile.
Note: The steps for adding a value to your profile are the same for each element: Fund, Organization,
Account, Program, Activity, and Location.

2. Click on the Create New Value button.
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FOAPAL CODE - ADDITIONS BY VALUE
Last Updated on: 4/01/2020

3. Type in the correct value for the element you are adding. In this example, we are adding a Fund value.
4. Click on the Search button.

5. Select the check box beside the value.
6. Click the Add Values button.
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FOAPAL CODE - ADDITIONS BY VALUE
Last Updated on: 4/01/2020

7. Notice that the Fund value is now in your list of values for Funds. Also note that there is no default
value set for Funds. See the FOAPAL Code Setting Default procedure to setup the default Fund value.
8. This completes the steps for this procedure. Click on the ECU icon to return to the home page.
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FOAPAL CODE - ADDITIONS BY DESCRIPTION
Last Updated on: 4/01/2020

1. Click on the Edit button that corresponds to the FOAPAL element that you need to add to your profile.
Note: The steps for adding a value to your profile are the same for each element: Fund, Organization,
Account, Program, Activity, and Location.

2. Click on the Create New Value button.
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FOAPAL CODE - ADDITIONS BY DESCRIPTION
Last Updated on: 4/01/2020

3. Type in the description for the element you are adding. In this example, we are adding a Fund value
with Chemistry in the Description.

4. Change the Results per Page to 50.

5. Click on the Search button.

The number of Fund values found on the criteria you type will be displayed at the top of the results.
You can scroll down the page to find the desired Fund value.

Click the check box beside the desired Fund value. Scroll down the page to add the value to your
profile.

oNo
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FOAPAL CODE - ADDITIONS BY DESCRIPTION
Last Updated on: 4/01/2020

9.

9. Click the Add Values button.
11.
10.

10. Notice that the Fund value is now in your list of values for Funds.
11. This completes the steps for this procedure. Click on the ECU icon to return to the home page.
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FOAPAL CODE CHANGING DEFAULTS
Last Updated on: 4/01/2020

1. Click on the Edit button that corresponds to the FOAPAL element that requires changing the default

value. In this example, we are changing the default Org value.
Note: The steps for change a default value are the same for each element: Fund, Organization,

Account, Program, Activity, and Location.

2. Select the value that you want to make the default. Note: The current default value is in bold print.
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FOAPAL CODE CHANGING DEFAULTS
Last Updated on: 4/01/2020

 »

3. Select the Default check box.
4. Click the Save button.

5. Notice the value is now bold and identified as the default Organization. This value will now display as
the default on your shopping carts.
6. This completes the steps for this procedure. Click on the ECU icon to return to the home page.
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FOAPAL CODE DELETIONS
Last Updated on: 4/01/2020

1. Click on Edit button that corresponds to the FOAPAL element that you need to delete from your profile.

In this example, we are deleting an Org value. Note: The steps for deleting a value are the same for

each element: Fund, Organization, Account, Program, Activity, and Location.

2. Click on value that you want to remove from your profile.
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FOAPAL CODE DELETIONS
Last Updated on: 4/01/2020

3. Click on the Remove button.

4. Notice the value has been removed from your list of values for Organizations in your profile.
5. This completes the steps for this procedure. Click on the ECU icon to return to the home page.
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FOAPAL CODE - FAVORITES
Last Updated on: 4/01/2020

1. Click on the Code Favorites tab. Note: The steps for adding a value to your profile are the same for
each element: Fund, Organization, Account, Program, Activity, and Location.

2. Click on the Add button.
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FOAPAL CODE - FAVORITES
Last Updated on: 4/01/2020

O—_ .

—>

5.

3. Enter the FOAP Favorite Nickname and select the Default check box if appropriate.

4. If defaults are selected on your user profile, they will be displayed. Update the FOAP values that you

want to set as a FAVORITES.
5. Click on the Save button.
4,

7.
6.

6. Note that the Code Favorite was added.
7. Click the Add button to add another Code Favorite with multiple FOAPAL strings.
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FOAPAL CODE - FAVORITES
Last Updated on: 4/01/2020

8. Click add splits link. Note: In this example, we will have 3 different FOAP strings for this code favorite.

9. The type of FOAP split will be % or Price. Enter the % for each split.
10. Enter the desired FOAP values for the favorite code split list.
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FOAPAL CODE - FAVORITES
Last Updated on: 4/01/2020

1.

12.

11. Enter the FOAP favorite Nickname.
12. Click the Save button.

@ECU MATERIALS MANAGEMENT Al ~ Search (Alt+Q) Q 0.00UsSD W [w IS A2

Wy Prafile }Custom Field and Accounting Cade Defautts

Bridget Brown Custom Field and Accounting Code Defaults 9

User Name  brownb Internal info setup  Order info setup  FOAPAL Code Setup  Code Favorites Cart

15.

User Profile and Preferences

Update Security Seftings
Default U

13.

ttings

Custom ¢ ~ Accounting Code Defaults

Default Addresses

Checkout Settings

w % B

Chart Fund  Organization Account Program  Activity  Location

Chemical Location Defaults Medical Storeroom (default)

User Roles and Access

ordering and Approval Settings

70 230603 72110 0000
ersl  AF Medics Office Defz

Stores Suppiies

Permission Settings

Notification Preferences

User History

o B F

MM, Central, & Medical

Chart Fund Location % of

Organization Account Program et

Price
35%
S.;;c't-
111170 230602 32%
A AF

230603 72110 0000 33%
AF fiice fautt

Suppiie

14.

13. To edit one of you FOAP favorites, click the Edit button and repeat steps 3 — 5.

14. To delete one of your FOAP favorites, click the Delete button. You will be prompted with a pop-up
window to confirm the deletion. Click OK button to confirm.

15. This completes the steps for this procedure. Click on ECU icon to return to the home page.
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SHIP CODE EDITS
Last Updated on: 4/01/2020

1. Click on User icon.

2. From fly-out menu, select View My Profile.
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SHIP CODE EDITS
Last Updated on: 4/01/2020

3. Click on the Default User Settings link.

N

4. Click on Default Addresses link.
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SHIP CODE EDITS
Last Updated on: 4/01/2020

5. Once you are at Default Addresses, you can perform the following tasks related to your ship codes:
updating your contact information on your ship codes, adding ship codes to your profile, deleting ship
codes from your profile, and changing your default ship code. Note: If you need to change your
address information on your ship code or request a new ship code, complete the Ship Code
Maintenance form in PORT.
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SHIP CODE - ADDITIONS BY NICK NAME
Last Updated on: 4/01/2020

1. Click on Select Addresses for Profile button.

2. Enter ship code number in the Nickname / Address Text field if you already know value for the address
that needs to be added to your profile. Note: Now you can enter either the Nickname or Address Text
in the same text box for ship code searches. Mail stop codes are not the same as ship codes, different
applications.

3. Click Search Button.
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SHIP CODE - ADDITIONS BY NICK NAME
Last Updated on: 4/01/2020

[

4. Click the radio button beside the ship code #.

 »

5. Type in the appropriate Contact Name, Phone, and Email for the ship code. Note: The phone # must
be in the following format: +1 (123) 123-1234.
6. Click Save button to add the ship code to your profile.
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SHIP CODE - ADDITIONS BY NICK NAME
Last Updated on: 4/01/2020

7. Notice that the new ship code is now in your list of values for Shipping Addresses.
8. This completes the steps for this procedure. Click on the ECU icon to return to the home page.

PORT_ShipCodeAdditionsbyNick_ver_20.1 Page 3 of 3



SHIP CODE - ADDITIONS BY DESCRIPTION
Last Updated on: 4/01/2020

1. Click on Select Addresses for Profile button.

2. Enter the description in the Nickname / Address Text field. Note: Now you can enter either the ship
code or Address Text in the same text box for ship code searches. Address text includes the following:
Department Name, Street Address, Building, Room #, City, State, or Zip Code.

3. Change the Results per Page to 50.

4. Click the Search Button.
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SHIP CODE - ADDITIONS BY DESCRIPTION
Last Updated on: 4/01/2020

5. The number of addresses found on the criteria you entered will be displayed at the top of the results.
6. Scroll down the page to find the desired ship code.
7. Click the radio button beside the ship code for desired shipping address.

8. Your Name, Phone, and Email will default in the contact information for the ship code from your profile.
You can change this contact information if appropriate for the employee at that location. Note: The
phone # must be in the following format: +1 (123) 123-1234.

9. Click the Save button to add the ship code to your profile.
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SHIP CODE - ADDITIONS BY DESCRIPTION
Last Updated on: 4/01/2020

10.

10. Notice that the new ship code is now in your list of values for Shipping Addresses.
11. This completes the steps for this procedure. Click on the ECU icon to return to the home page.

PORT _ShipCodeAdditionsbyDescrip_ver_20.1 Page 3 of 3



SHIP CODE — CONTACT INFORMATION EDITS
Last Updated on: 4/01/2020

1. Click on the ship code in your profile.

-

2. Here’s where you can change the Contact Name, Phone #, or Email Address for the ship code.
Note: The phone # must be entered in the following format: +1 (123) 123-1234.

3. Click the Save button to keep the changes.
4. This completes the steps for this procedure. Click on the ECU icon to return to the home page.
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SHIP CODE - CHANGING DEFAULT VALUE
Last Updated on: 4/01/2020

1. The bold value is the default ship code that will automatically show up on all your requisitions.
2. Click on the ship code that you want to make the default value.

3. Check the Default check box.
4. Click the Save button to keep the change.
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SHIP CODE - CHANGING DEFAULT VALUE
Last Updated on: 4/01/2020

\

5. The value is now bold and will be the default ship code on your requisitions.
6. This completes the steps for this procedure. Click on the ECU icon to return to the home page.
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SHIP CODE - DELETING SHIP CODES
Last Updated on: 4/01/2020

1. Select the ship code that you want to remove from your profile.

2. Click the Delete Address button.
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SHIP CODE - DELETING SHIP CODES
Last Updated on: 4/01/2020

\

3. The ship code has been removed from your list of values for Shipping Addresses.
4. This completes the steps for this procedure. Click on the ECU icon to return to the home page.
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SETTING ProCARD PAYMENT OPTION
Last Updated on: 4/02/2020

1. Click on User icon.

2. From fly-out menu, select View My Profile.
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SETTING ProCARD PAYMENT OPTION
Last Updated on: 4/02/2020

3. Click on the Default User Settings link.

4. Click on Payment Options link.
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SETTING ProCARD PAYMENT OPTION
Last Updated on: 4/02/2020

/

5. Click on Add a New Card button.

6. Enter Card Details information: Name this card, Cardholder Name, ProCard Number, Expiration Date,
and Default card.
7. Click Save button.
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SETTING ProCARD PAYMENT OPTION
Last Updated on: 4/02/2020

10.

8. Note that My ProCard now displays in My Cards. You can now use this on orders for 10 suppliers that
accept ProCard has a payment method in PORT.

9. Selecting Apply the default card check box will make your ProCard the default payment method for
these suppliers: Amazon, Staples, Office Depot, Forms and Supply, CDW-G, GovConnection,
Grainger, Fisher Scientific Co, Life Technologies, VWR, Fastenal, Bio-Rad, Santa Cruz Biotechnology,
Henry Schein, ACR, and ECU Dowdy Student Stores.

10. This completes the steps for this procedure. Click on the ECU icon to return to the home page.
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BOOKMARKS - CREATING, RENAMING, AND USING
Last Updated on: 4/01/2020

1. To utilize Bookmarks in PORT, you will need to navigate to a page that you would like to set up as a
Bookmark. In this example, we will set up Default Addresses ship code page. Click on User icon.

2. From fly-out menu, select View My Profile.
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BOOKMARKS - CREATING, RENAMING, AND USING
Last Updated on: 4/01/2020

3. Click on Default User Settings link.

4. Click on Default Addresses link.
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BOOKMARKS - CREATING, RENAMING, AND USING
Last Updated on: 4/01/2020

5. Click on heart and Bookmarks fly-out menu will be displayed.
6. Click on Bookmark this page link.

7. Note that new bookmark has been created.
8. To personalize the bookmark name, click on Edit button.
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BOOKMARKS - CREATING, RENAMING, AND USING
Last Updated on: 4/01/2020

9. Click on the Rename icon.

10.

10. Rename bookmark and click Done button.
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BOOKMARKS - CREATING, RENAMING, AND USING
Last Updated on: 4/01/2020

1.

—>

12.

I

11. Note that the bookmark name has been updated.
12. To make corrections/changes, click on Edit button.

14.

13.

13. Note that you can Rename, Reset, or Remove the bookmark.
14. Click Done button.
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BOOKMARKS - CREATING, RENAMING, AND USING
Last Updated on: 4/01/2020

15.

15. Click on ECU icon to go to PORT home page.

16.

17.

16. Click on heart and Bookmarks fly-out menu will be displayed.
17. Click on your Bookmark.
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BOOKMARKS - CREATING, RENAMING, AND USING
Last Updated on: 4/01/2020

19.

18.

18. The bookmark takes you to Default Addresses ship code page.
19. This completes the steps for using this procedure. Click on ECU icon to return to home page.
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CREATING PERSONAL DASHBOARD
Last Updated on: 4/02/2020

1. By utilizing configurable dashboards, you can emphasize important task and reduce the time it takes to
search for features and menus. To create a Personal Dashboard, click on User icon.

2. From fly-out menu, select Dashboards.
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CREATING PERSONAL DASHBOARD
Last Updated on: 4/02/2020

-

3. Default Dashboards can be found under the drop-down menu View Another Dashboard.
4. For this example, we will create a personal Dashboard. Click on Create Dashboard under the
Dashboard Actions dropdown menu.

=

5. Enter an appropriate Dashboard name.
6. Click on Create button.
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CREATING PERSONAL DASHBOARD
Last Updated on: 4/02/2020

7. Click on + Add Widget button.

10.

8. You can select a Widget Category from the drop-down box to refine results.
9. With All Category selected, you see all options by clicking through the pages.
10. Select desired Widget Type and click the Add... button.

PORT _CreatePersonalDash_ver 20.1 Page 3 of 9



CREATING PERSONAL DASHBOARD
Last Updated on: 4/02/2020

11.

12.
11. You can change Name of widget or use default name.
12. Click Save Changes button.

13. //v

14.

13. Note that new widget has been added to dashboard.
14. Click on + Add Widget button.
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CREATING PERSONAL DASHBOARD
Last Updated on: 4/02/2020

15. After selecting desired Widget Category from the drop-down box, click Add... button corresponding
with the desired Widget Type. For this example, we will use the Shopping Widget Category and select
the Product Search widget.

16. Click Save Changes button.
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CREATING PERSONAL DASHBOARD
Last Updated on: 4/02/2020

18.

17.
17. Note new widget has been added to dashboard.
18. Click on Add Widget button.

19. —>

19. After selecting desired Widget Category, select another Widget Type and click the Add... button. For
this example, we will use the Documents Widget Category and select the Requisition Summary
widget.
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CREATING PERSONAL DASHBOARD
Last Updated on: 4/02/2020

20.

20. Click Save Changes button.

23. /

22,

21.

21. Note new widget has been added to dashboard. You can view My Purchase Orders in graph or list
form.

22. Note that you can refresh, edit, or delete each widget on your dashboard.

23. Once your finished adding widgets, click Save Changes button.
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CREATING PERSONAL DASHBOARD
Last Updated on: 4/02/2020

24,
25,
24. This completes steps for creating personal Dashboard. The following steps will show you how to set
dashboard to home page. Click on your username to see the fly-out menu.
25. Click on Set My Home Page link.
26.

26. Note that it defaults to current page. Click Save Changes button to set Dashboard as Home Page. To
reset home back to Shopping Home, repeat steps 24 - 26 with Default Home Page selected.
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CREATING PERSONAL DASHBOARD
Last Updated on: 4/02/2020

27. This completes the steps for using this procedure. Click on the ECU icon to return to home page.
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SHOPPING CART MANAGEMENT PAGE
Last Updated on: 4/02/2020

N

Shopping Cart Management Page helps to organize carts into 3 separate tabs: Drafts Carts, Assigned
Carts, and Shared Carts. In addition, you have the ability to filter carts on each tab.

1. To access from the Home page, click on Shop.

2. Select My Carts and Orders from fly-out menu and click on View Carts.

3. With Draft Carts tab open, you will see an indicator show which cart is Active.
4. To filter carts within a tab, click on Filter Draft Carts.
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SHOPPING CART MANAGEMENT PAGE
Last Updated on: 4/02/2020

5. From here, you can filter by the following: Cart Name, Cart Number, Date Created, Cart Type, or Cart
Status.
6. Click on Cart Status combo box.

-~

T~

7. Note that one cart has been Returned within the Draft Carts tab before applying filter.
8. Select Not Returned and click on Filter button.
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SHOPPING CART MANAGEMENT PAGE
Last Updated on: 4/02/2020

10.

T

9. Note that Returned cart is no longer visible due to Not Returned for Cart Status filter.
10. This completes the steps for using this procedure. Click on ECU icon to return to home page.
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CREATE MY FAVORITE FOLDERS
Last Updated on: 4/2/2020

1. Click on Shopping Cart icon.

2. Click on View Favorites link.
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CREATE MY FAVORITE FOLDERS
Last Updated on: 4/2/2020

A

3. Click on Add New button.
4. Select Top level personal folder to create a folder on the same level as My Favorites. Note: If you
select Sub folder of selected folder, the folder will be within My Favorites.

i

5. Type in the folder name. In this example, we will create 3 folders for each of the campus storerooms.
The 1°t folder will be called ECU Medical Supplies for the medical storeroom items. Note: The folder
Description is optional.

6. Click on the Save Changes button to create the folder.
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CREATE MY FAVORITE FOLDERS
Last Updated on: 4/2/2020

7. Notice that you now have a folder for ECU Medical Supplies storeroom. This completes the steps for
creating my favorite folders. See the Create My Favorite Items procedure to continue with favorites.
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CREATE MY FAVORITE ITEMS
Last Updated on: 4/02/2020

Ensure that you are on the home/shop page.

Click on the East Carolina University Medical Supplies icon.

Enter Catalog # for one of Medical Storeroom room items. Note: This procedure will demonstrate the
methods for adding items to your Favorites from hosted catalog searches and from your shopping cart.
4. Click on the Search button.

KN =

5. Enter quantity needed and click on Add to Cart button.
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CREATE MY FAVORITE ITEMS
Last Updated on: 4/02/2020

6.
7.
—>
6. Notice that your shopping cart has been updated with the items that were just added.
7. Click on add favorite link.
8.
9.
10.

—

8. The Add to Favorites pop-window is displayed.

9. Select the ECU Medical Supplies folder that you created in the Create Favorite Folder procedure. This
will help you organize your favorite items to ensure that you do not combine items from the different
storerooms.

10. Click on the Save Changes button. Note: This completes the 15t method of adding an item to favorites
from hosted catalog searches.
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CREATE MY FAVORITE ITEMS
Last Updated on: 4/02/2020

11.

12
11. Enter Catalog # for 2" Medical Storeroom room item.
12. Click on the Go button.

13.

13. Enter quantity needed and click on Add to Cart button.
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14.

15.

CREATE MY FAVORITE ITEMS

Last Updated on: 4/02/2020

14. Notice that your shopping cart has been updated with the items that were just added.

15. Click on View My Cart.

PORT_CreateFavoriteltems_ver_20.1
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CREATE MY FAVORITE ITEMS
Last Updated on: 4/02/2020

17.

16.

16. Click on the check box to select the 2" item.
17. Add to Favorites is the default For selected line items drop down box. Click on Go button to add

selected item (s) to your favorites.

18. /

19.

20.

18. The Add to Favorites pop-window is displayed.

19. Select the ECU Medical Supplies folder that you created in the Create Favorite Folder procedure.

20. Click on the Save Changes button. Note: This completes the 2" method of adding an item to favorites
from your shopping cart.
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CREATE MY FAVORITE ITEMS
Last Updated on: 4/02/2020

@ECU MATERIALS MANAGEMENT All - Search (Af+Q) Q 1,866.36 USD W LVl S A 2

Shop b My Carts and Orders b Open My Active Shopping Cart b Cart - 2038360 - Draft Requisition

@ Almost ready to go! The list below needs to be addressed before the cart can be submitted.
» Required field: State Exempt

F
E

9ltem(s) for a total of 1,866.36 U0

'w, Shopping Cart i sisger srown

- Proceed to Checkout
A
& Save |
FY Priarity Business Purpose / Note to 254 note Backup Required O
Prepared by Bridget Brown Approvers Special Instructions ‘ Mone vl
Prepared for Bridget Brown State Exempt Notes to Supplicrs sdd note
16& Select a different user Select from profile values.
Select from all values
Cart Name 04
2020-04-02 brownb 03 © Required field
il Supplier / Line ltem Details ?
Shaw e detsis For selected line items | Add to Favorites ~] s
ﬁ} ECU Medical Storerooms more it
Medical Supplies
Lol | 500 Moye Bivd, Brody Sem Gw-56, Greenville, NC 27834 US
Product Description Catalog No Size / Packaging Unit Price  Quantity Ext.Price  []
1 GLASS CLEANER EACH 620682 mare info. 235-06050 1/EA 404 |1 EA 1616usp [
2 DERMABOND ADHESIVE TOPICALSKIN 12/BOX J&J DB-12  mare info.. 140-247%0 1/BX 3704 |5 BX 1.850.20 USD
Supplier subtotal 1.866.36 USD
Subtotal 1.866.36
Shipping 0.00
Handling 0.00
Total 1.866.36 USD

Proceed to Checkout

21. This completes the steps for adding items to favorites. Note: To learn how to use favorite items, see the
Use Favorite Item procedures. See the Edit Cart Header procedure to continue the review process.
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USE MY FAVORITE ITEMS
Last Updated on: 4/02/2020

1. Click on Shopping Cart icon.

2. Click on View Favorites link.
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USE MY FAVORITE ITEMS
Last Updated on: 4/02/2020

/

3. Click on ECU Medical Supplies folder to add items.

4. Selecting the check box at the top of list will select all items within ECU Office Supplies folder.

5. In this example, we will select 2 check boxes that correspond with the desired items. Note: You can
also adjust quantity needed for each item. If pricing has changed for one of your favorite ECU
storeroom / hosted catalog items, pricing will update once item is added to shopping cart.

6. Click on Actions for Selected Favorites dropdown menu to find options for multiple items.

Note: Clicking an Add to Cart button will only add the item that corresponds with the button.
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USE MY FAVORITE ITEMS
Last Updated on: 4/02/2020

7. From the Actions for Selected Favorites dropdown click on Add to Cart.

8. Notice the items were added to the shopping cart. Click on Shopping Cart.
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USE MY FAVORITE ITEMS
Last Updated on: 4/02/2020

9. Click on View My Cart.

10.

10. This completes the steps for using my favorites and brings you to the New Shopping Cart edit section.

See the Edit Cart Header procedure to continue the review process.

PORT_UseMyFavorites_ver_20.1
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USE UNIVERSITY FAVORITE ITEMS
Last Updated on: 4/02/2020

1. Click on Shopping Cart icon.

2. Click on View Favorites.
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USE UNIVERSITY FAVORITE ITEMS
Last Updated on: 4/02/2020

3. Click on expand/collapse icon beside University Favorites. In this example, we will use items from
1 Medical Supplies, under University Favorites.

4. Select 1 Medical Supplies folder.
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USE UNIVERSITY FAVORITE ITEMS
Last Updated on: 4/02/2020

v

5. Selecting the check box at the top of list will select all items within 1 Medical Supplies folder.

6. In this example, we will select just the 3 check boxes that correspond with the desired items.
Note: You can also adjust quantity needed for each item. If pricing has changed for one of your
favorite ECU storeroom / hosted catalog items, pricing will update once item is added to
shopping cart.

7. Click the Actions for Selected Favorites dropdown and then Add to Cart to add multiple items.
Note: Clicking on Add to Cart button will only add the item that corresponds with the button.

8. Notice the items were added to the shopping cart. Click on the Shopping Cart.
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USE UNIVERSITY FAVORITE ITEMS
Last Updated on: 4/02/2020

9. Click on View My Cart.

@ECU MATERIALS MANAGEMENT All ~ Search (Al+0) Q 25810USD W LS A 1

Shop b My Carts and Orders » Open My Active Shopping Cart b Cart - 2038378 - Draft Requisition

W ®

@ Almost ready to go! The list below needs to be addressed before the cart can be submitted.
» Required field: State Exempt

&

6 ltem(s) for atotal of 258.10 u=o

b‘—T:' Shoppmg Cart  sor sridget trown

= Proceed to Checkout
iy
= Save
& Priarity Business Purpose / Mote to =dd nate. Backup Required O
Prepared by Bridget Brown Approvers Special Instructions | None vl
Prepared for Bridget Brown - " Notes to Suppliers 2dd note.
_\gﬁ Select & differs - Select from profile values...
Cart Name — Select from ail values
020-04-02 brownb 03 © Required field
1 0 Supplier / Line ltem Details ?
Show line detils For selected line items | Add to Favorites v‘ Ga

ECU Medical Storeroomss mers infe

Medical Supplies
600 Moye Blvd, Brody Som Gw-36, Greenville, NC 27834 US

i
ar
&

Product Description Catalog No Size / Packaging Unit Price  Quantity Ext.Price [
1 ALCOHOL PREPS LARGE 200/BOX KENDALL 5110 mare infe. 040-21020 1/BX 522 11 BX s2zusp O
2 FDC2000 DISP CONMECTO SYRINGE CS/100/ 4130817 mere info. 180-26660 1/Cs 5800 1 cs 2200us0 O
3 Generic hand soap  mere info. Generic hand 1/BO 2088 1 BO w8susp O
soap
Supplier subtotal 258.10 USD
Subtotal 258.10
Shipping 0.00
Handling 0.00
Total 258.10 UsD

Save
Proceed to Checkout

10. This completes the steps for using university favorites and brings you to the New Shopping Cart edit
section. See the Edit Cart Header procedure to continue the review process.
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COPY FAVORITE ITEMS
Last Updated on: 4/02/2020

1. Click on Favorites link.

2. Click on expand/collapse icon beside University Favorites. In this example, we will copy favorites
from 1 Medical Supplies (under University Favorites) to ECU Medical Supplies (under Personal).

PORT_CopyFavorites_ver_20.1 Page 1 of 3



COPY FAVORITE ITEMS
Last Updated on: 4/02/2020

\

—>
—>

Select the 2 Maintenance Supplies folder under University Favorites.

To copy only one item, you can select the Copy link that corresponds with the item.
In this example, we will copy the 1%t three items in the 1 Medical Supplies folder.
Click the Actions for Selected Favorites dropdown then click Copy.

oakw

.

7. Select ECU Medical Supplies folder.
8. Click on Save Changes button.
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COPY FAVORITE ITEMS
Last Updated on: 4/02/2020

- from ECU Medical Stareroom 18X
Part Number 5 Add to Cart
Santiziing Wipes In stock
Edit | Move | Copy | Delete
FDC2000 DISP CONNECTO SYRINGE CS/100/ 415081 58.00 usD O
from ECU Medical Storeroom 145
Part Number 180-26660 4 Add to Cart
In stock
Edit | Move | Copy | Delete
GLASS CLEANER EACH 620682 from ECU Medical Storeroom 4.04 UsD 0
Part Number 2 50 1/EA
5 1 Add to Cant
In stock

Edit | Move | Copy | Delete

LATEX SURGEONS,ST 7.5 SENSIGRI 50 PAIRS/BOX ANSELPERRY7825 19.52 uso

N O
from ECU Medical Storeroom 1/8%
Part Number 120-23240 1 dd 1o Cart
In stock

Edit | Move | Copy | Delete

9. Check ECU Medical Supplies folder under Personal to confirm the items were moved from 1 Medical
Supplies folder

10. Notice the items were moved to ECU Maintenance Supplies folder.

11. This completes the steps for this procedure. Click on the ECU icon to return to the home page.
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DELETE FAVORITE ITEMS
Last Updated on: 4/02/2020

1. Click on Favorites link.

2. Click on the folder under Personal that contains the item (s) to delete from your favorites. In this
example, we will be deleting items from the ECU Medical Supplies folder.
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DELETE FAVORITE ITEMS
Last Updated on: 4/02/2020

3. To delete only one item, you can select the delete link that corresponds with the item.

4. In this example, we will delete multiple items by selecting the check box that corresponds with the items
that need to be deleted.

5. Click Actions for Selected Favorites dropdown at the column header section then, click delete.

6. Click on the Yes button to confirm deleting the item(s).
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DELETE FAVORITE ITEMS
Last Updated on: 4/02/2020

7. Notice that the item(s) has been removed from ECU Medical Supplies folder.
8. This completes the steps for this procedure. Click on ECU icon to return to the home page.
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SHOPPING CART — NON-CATALOG ITEM
Last Updated on: 7/17/2020

1. Ensure that you are on the home/shop page. Important Note: The Non-Catalog Item has replaced the
non-Catalog Form with a cleaner interface for adding items to a cart.
2. Click on NON-CATALOG ITEM link.

\

—_

3. A new window pops up to display the Non-Catalog Item.
4. Type the Vendor's name in the Enter Supplier field. A drop-down list will automatically display and
begin filtering based on the characters that you type. Select the appropriate supplier from the list.
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SHOPPING CART — NON-CATALOG ITEM
Last Updated on: 7/17/2020

5.
6.
7.
5. Note that the supplier Fulfillment Address has been populated.
6. Enter the appropriate information for the following fields: Description, Catalog No., Quantity, Price,
and Unit of Measure (UOM). Note: The information you are entering should be from supplier’s quote.
If you do not have a Catalog #, you can enter a descriptive term for the item.
7. If you only have one item, you will click Save and Close button and proceed to step 12. For this
example, we will have 2 items and click on Save and Add Another button.
8.
9.

8. Note the 1t item was added to Recently added items section.

9. Enter the appropriate information for the following fields: Description, Catalog No., Quantity, Price,
and Unit of Measure (UOM). Repeat steps 6 & 7 until you get to the last line item.

10. Now that we have enter information for our last item, we will click Save and Close button.
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SHOPPING CART — NON-CATALOG ITEM
Last Updated on: 7/17/2020

11. M

12.
11. The items have been success added to the shopping cart.
12. Click on the shopping cart.
—>

13.

13. Click on View My Cart button.
14.
15.

14. This brings you to the Shopping Cart review section.

15. Note: You can now view future Requisition # before you submit the cart. Now if you have issues with a
draft cart, you can call Materials Management with the draft Requisition # for assistance. See the Edit
Cart Header procedure to continue the review process.
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TECHNOLOGY REQUEST FORM
Last Updated on: 7/17/2020

1. From Home page scroll down to Forms showcase and select Technology Request sticker.

_—
7

2. The Technology Request Form is for software, non-standard computers (Non-CPl), hardware (with
software), hardware only, datasets, Internet of Things (loT), services to generate a PORT Requisition.
The ProCard Technology Request Form is almost identical with ProCard specific question and
required for ITCS approval before completing ProCard transaction. The scope of this form had to
evolve to include above technology to allow ITCS to vet potential risk/compliance for the University.

3. Read Instructions and proceed by clicking Suppliers.
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TECHNOLOGY REQUEST FORM
Last Updated on: 7/17/2020

4. Enter the Supplier Name or other parameters and press Enter or click Search button.

5. Supplier search may result in multiple options. Select the appropriate Supplier and Fulfilment Center.
Note: Verify the correct Fulfilment address with a representative from the supplier.
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TECHNOLOGY REQUEST FORM
Last Updated on: 7/17/2020

/

6. Note: Selecting the correct Fulfillment Center will populate your form with this selection and be
indicated by a green check mark.
7. This will complete Supplier section of your form. Click Technology Type to proceed.

—>

8. Review the information and definitions of the 6 types of technology.
9. Click Type of Technology Request drop-down box.
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1.

10.

12.

13.

TECHNOLOGY REQUEST FORM
Last Updated on: 7/17/2020

T - s Hardware - equipment with sottware

* Hardware Only - servers, network switches, printers

« Datasets - collection of data for research

e Internet of Things (loT) - computing devices embedded in everyday objects, enabling them to send and receive data (ex: smart TVs,
HVAC controls, credit card readers, etc.)

® Services - services designed to facilitate the use of technology by the university enterprise and/or end users

Review and Submit

Type of Technology Request

Software < Previous Save Progress Next »

Computer (Non-CPI)
Hardware

Hardware Only
Datasets

Internet of Things (oT)

Services

10. Select appropriate technology for your request. For this example, we'll select Hardware.
11. Click Save Progress button.

12. The Hardware (equipment with software) technology is a conditional question that now displays
Question section that is specific to software. Note: Selecting Software, Hardware, Datasets, or
Internet of Things (loT) will display this Question section of the form. This is required to answer
software related questions for these types of technology. Selecting Computer (Non-CPI), Hardware
Only, or Services will not display the Question section of this form. If you select Computer (Non-CPI),
there will be additional questions within the Technology Type section.

13. You can click on Question section or Next button.
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TECHNOLOGY REQUEST FORM
Last Updated on: 7/17/2020

14.

15.

16.

17.

14. Note: Required fields are indicated by a star symbol. Some responses are conditional and may
populate additional required fields.

15. Select the appropriate quantity of users for each license of the software.
Note: Selecting more than 1 user will require you to answer ADA questions (Step 21).

16. Select Who will use this product?

17. Indicate if software is used for academic course. Selecting Yes will display conditional field for entering
course ID/name.
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TECHNOLOGY REQUEST FORM
Last Updated on: 7/17/2020

18.

19.

20.

Cardholder data consists of the full primary account number (PAN) and may also appear in the form of the full PAN plus any of the following - cardholder name,
expiration date, and/or service code.

Human Subject Research (IRB). Human subject research data can be either medical (clinical) or non-medical (e.g., social science) information containing personally
identifiable information (PI. This data may or may not be subject to HIPAA,

SSN/PII (ITPA). Any data that could potentially identify an individual, such as Social Security Number (SSN), driver's license or state identification number, passport

number, etc
Employment (HR). Any data relating to personnel files designated as confidential of current or former employees.
General Data Protection Regulation (GDPR). Information obtained from individuals within the European Union (EU) or the European Econamic Area (EEA).

Internal Data. University owned or managed data that includes information that is not openly shared with the general public but is not specifically required to be
protected by statute or regulation. Internal data includes but is not limited to: budget and salary information, personal cell phone numbers, departmental standard
operating procedures, internal memos, and incomplete or unpublished research

Select appropriate option(s) for data: *

[ No Sensitive Data [ Human Research Subjects (IRE) [ academic (FERPA) [ internal Data
Credit Card Numbers (PCI) [ protected Health Information (HIPPA) 1 Employment (HR)
[ Financial (GLBA} O ssnpitTpPo) [ General Data Protection Regulation (GDPR)

18. Scroll down the page and click the radio button corresponding to the accurate location where the data
will be stored.

19. Note the definitions for the various data types. Check all appropriate classifications of data involving
this software purchase use.

20. Select the required check box to certify the information provided and click Next button to proceed to
the next form section.
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TECHNOLOGY REQUEST FORM
Last Updated on: 7/17/2020

@ECU MATERIALS MANAGEMENT Al ~ Search (Alt+Q) [} noouUsD W Q AR °
Shop b Shopping b View Forms
< Back to Shopping Home
Technology Request For... Form Fields - ADA Compliance History | 2
IE?J:-::)z:mDH 437763 * Response Is Required
Status
Instructions
To avoid delays in processing, please read all instructions carefully
Details v Accessibility Section
Suppliers s
Form Fields
Accessibility Section
Technology Type v
Response Is Required. To avoid delays in processing, please read all instructions carefully.
Quest v
st What is IT Accessibility? - East Carolina University is committed to providing accessible technology and educational
ADA Compliance resources. For compliance and purchasing, ECU followsgee Section 508 Standards - Seftware Applications and Operating
Line Item Information v Systems.
Review and Submit
To ensure Section 502 compliance and accessibility to all users, the following cutlines specific details related to each opticn:
21. If more than 1 user was selected in Step 15 then the ADA Compliance section was triggered, and
responses will be required to complete the form.
22. Information regarding IT Accessibility Standards can be found through the link provided.
Note: Scroll down the page to complete the questions.

Q oo0uUSD W @ ja 4 2

[ BECU marzras manacemzr Al -

Shop » Shopping b View Farms
! Questions w3
What is IT Accessibility? - East Carolina University is committed to providing accessible technology and educational
r ADA Compliance resources. For compliance and purchasing, ECU follows the Section 508 Standards - Software Applications and Operating
Systems.
© Line Item Information v 4
Additional Line ltems 3
Review and Submit
i don 08 complignce snd ac:ess\b\lig to all users, the following outlines specific details related to each option:

1. There is a VPAT or vendor affirmatien that demonstrates how the software meets Section 508 raqulrema;! (Visit VPAT Explained for more information).

AVPAT is a vendor-generated statement that provides relevant infermation on how 2 vendor's product or service claims te conferm to the Section 508
Standards. The vendor should provide this information to you in either a document or a URL. Please provide copy of VPAT if you have received a copy from the
mwag (upload and continue purchase process)

v ¥ A

2, The software qualifies Tomegg of the following exceptions: Back Office, Technical and Programmatic Standards, or Assistive Technology (visit IT Purchasing -
1l Accessibility Hardware Exemptions SMeedyare Exceptians for mare information).
These exceptions do not require an Equally Effective Alternat™waggss Plan far an accommodation.
ﬁ’ 3, The software gualifies for a Commercially Unavailable exception or Fundamental aQ (these exceptions are rare — visit IT Purchasing - Accessibility
Hardware Exemptions and Software Exceptions for more information), or the software does not agtion 508 requirements,
o In this instance, an Equally Effective Alternative Access Plan is required for any inaccessible portions of the product and e gpproved by the ADA

Coordinator. By making this selection, an IT Accessibility Consultant will be notified to contact you to assist with the creation of an Equally Effective
Alternative Access Plan.

4,If you are not sure, need assistance, or the software you are purchasing will be used Enterprise-wide, we recommend you consult with the IT Accessibility
Consultant. By making this selection, an IT Accessibility Consultant will be notified to contact you to assist with an IT accessibility review of the software, TD
request for IT Accessibility Consultation.,

Selecloneuulimmalappﬁesmyourwd\ase:*

(O 1. There is a VPAT or vendor demonstrates that software meets Section 508 or vendor affirmation..

() 2. Software qualifies for one of the exceptions identified above,

©) 3. Commercially Unavailable or Fundamental Alteration or does not meet Section 508 requirement.

(O 4. Mot sure and need to consult with IT Accessibility Consultant.
) 5. VPAT was submitted previously and the purchaser has confirmed no changes to the VPAT,

23. Details related to the required Radio Button options are provided in the ADA Compliance section of
the Technology Request Form. Note: Selections are conditional and additional required fields may
populate. Read each option thoroughly and select the Radio Button corresponding with the appropriate
response. Additional information is provided by following the links in each detailed option.
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TECHNOLOGY REQUEST FORM
Last Updated on: 7/17/2020

24,
25. >
24. Selecting Option 1 will require a VPAT document to be loaded to the Technology Request Form.
Note: VPAT documents are provided by the supplier. A procedure to create this document from a
supplier’'s website is provided using Chrome browser.
25. Once the VPAT document is obtained, upload the file from your computer by selecting the Upload
button.
26.

26. Name your upload appropriately and click Browse to find your file.
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TECHNOLOGY REQUEST FORM
Last Updated on: 7/17/2020

27.

27. Browse to, select the file, and click Open.

28. Click Save Changes to upload the file.

PORT Technology Request Form ver 20.2
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TECHNOLOGY REQUEST FORM
Last Updated on: 7/17/2020

29.
29. The VPAT file has been attached to your Technology Request Form. Click Next to proceed to the Line
Item Information section of your request. You can proceed to step 41 for instructions for adding line
items if you only select option 1. Steps 31 — 40 will go through remaining ADA selections.
31.
30.

30. Selecting option 2 will require you to identify the qualifying exception. Click the Radio button
corresponding with the exception identified above.
31. Open the Accessibility information link for details.
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TECHNOLOGY REQUEST FORM
Last Updated on: 7/17/2020

32.
33.
—>
32. Selecting an exception to the review will require a justification. Type the justification in the provided
box.
33. Click Next to continue to the Line Item Information section of the form (step 41).
34.
35.
36.
—>

34. Select option 3 if the software does not meet Section 508 requirements. Click the Accessibility
Information link for additional information regarding this exception.

35. Select the corresponding exception by clicking the Radio button
Note: By selecting this option an IT Accessibility Consultant will contact you.

36. Click Next to proceed to the Line Item Information section of your form (step 41).
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TECHNOLOGY REQUEST FORM
Last Updated on: 7/17/2020

A

BECU wazmunsuanscsar Al - Search (Ak+0 a ooousD W O N A 4

Shop b Shopping b View Forms

In this instance, an Equally Effective Alternative Access Plan is required far any inaccessible portions of the product and must be approved by the ADA
Coordinator. By making this selection, an IT Accessibility Consultant will be notified to contact you to assist with the creation of an Equally Effective

Alternative Access Plan.

37.

’ 4. If you are not sure, need assistance, or the software you are purchasing will be used Enterprise-wide, we recommend you consult with the IT Accessibility

Consultant. By making this selection, an IT Accessibility Consultant will be notified to contact you to assist with an IT accessibility review of the software, TD
request for IT Accessibility Consultation.

Select one option that applies fo your purchase: *

() 1. Thereis a VPAT or vendor demonstrates that software meets Section 508 or vendor affirmation..
(O 2. Software qualifies for one of the exceptions identified above.

() 3. Commercially Unavailable or Fundamental Alteration or does not meet Section 508 requirement.
@i 4. Not sure and need to consult with IT Accessibility Consultant.

) 5. VPAT was submitted previously and the purchaser has confirmed no changes to the VPAT,

38.

< Previons T =.-m9m> Next >

37. Select option 4 if assistance from an IT Accessibility Consultant is necessary.
38. Click Next to continue to the Line Item Information section of your form (step 41).

39.

40.

—>

39. Select option 5 only when the VPAT document has previously been submitted and no changes have
been verified.
40. Click Next to proceed to the Line Item Information section of your form.
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TECHNOLOGY REQUEST FORM
Last Updated on: 7/17/2020

41.

42. —

43.

41. In the Line Item Information section enter the Unit Price and Quantity for each line item.
Note: A dollar sign is not required in the Unit Price field. A minimum quantity of 1 is required. This
information will populate on your Requisition.

42. Enter the Product Description and Catalog No. as given on any quotation from the supplier.
Note: You may enter up to 10 line items on each Technology Request Form. If your order requires more
than 10 line items an additional Technology Request Form can be added to your shopping cart.

43. If you order has between 5 — 10 items, click Next. Otherwise, you can click Review and Submit
section of your form.
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TECHNOLOGY REQUEST FORM
Last Updated on: 7/17/2020

44,
—>
45. —>
44. You may review each section of the Technology Request Form from the navigation pane. A Green
Check will indicate the required fields have been satisfied.
45. If you have more than 10 items, you can click the drop-down box and select Add to Cart and Return.
This will add your cart and bring you back to beginning of Technology Request form. On the last group
of 10 items, you would click Add and go to Cart.
47.
46.

—>

46. The Technology Request Form is a “Do Not Mix” form. The Add and go to Cart action will create an
error if there are items or other forms currently in your active Cart. Important Note: Selecting the action
Add to new Cart if your active cart has another form type or items from another supplier.

47. Add and go to Cart is the default selection and we will click to proceed with your purchase request.
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TECHNOLOGY REQUEST FORM
Last Updated on: 7/17/2020

/'n‘ @ECU MATERIALS MANAGEMENT All = Search (Ah+0) Q 3,57490UsD W Ll A 4
Shop b My Carts and Orders b Open My Active Shopping Cart b Cart - 2038570 - Draft Requisition
! , « Continue Shopping
' @ Almost ready to ge?The list below needs to be addressed before the cart can be submitted.
( « Reguired { ate Exempt
- . 2 ltem(s) for atotal of 3,574.90 u=0
¥4 Shopppd Cart o srisget arown
m Proceed to Checkout
=3 Save
J:E Priority Business Purpose / Note to zdd note Backup Required O
Prepared by Bridget Brown Approvers Special Instructions | None vl
Prepared for Bridget Brown State Exempt Motes to Suppliers 2dd note.
_\6& Select a different user. Select from profile values.
Cart Name o Select from 2l values
2020-04-02 brownb 06 © Required field
i Supplier / Line Item Details ?
Show e details For selected line items | Add to Favorites | sa
ﬁ} Dell Marketing LP mor infe
PO Purchase Order 1
L ® I D™l Way, Bidg RS, Round Rock, TX 78582-0384 US
Free ShipPmggver 50.00
Product Descript Catalog No Size { Packaging Unit Price  Quantity Ext.Price [
Technology Request Form - S8 [ more info. Select price or contract. ]
1 Sample equipment for Patient treatment 2E345-533335 EA 1,295.95 1 1,295.95 USD
Procurement Request Technolegy Request Form - £/2019 Seiect price or contract
2 Sample software for equipment 4D098-223430 EA 227895 1 2,278.95 USD
Procuremant Request Technology Request Form - £/2019 Select price or contract.
Form Total:  3,574.90 . price or contract_
Supplier subtotal 3,574.90 UsD
Subtotal 3.574.90
Shipping 0.00
Handling 0.00
Total 3,574.90 UsD
Save|
Proceed to Checkout

48. Your Technology Request Form has now been added to a Cart and is indicated by the Form Name
and Form Image Icon.

49. Note: You can now view the future Requisition # before you submit the cart. Now if you have issues
with a draft cart, you can call Materials Management with the future Requisition # for assistance.

50. See the Edit Cart Header procedure to continue the review process.
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PROCARD TECHNOLOGY REQUEST FORM
Last Updated on: 7/17/2020

1. From the PORT home page, scroll down to Forms showcase and click on the ProCard Technology
Request sticker.

2. ProCard Technology Request is for ProCard payment only. This form is completed to receive ITCS
approval prior to completing ProCard transaction for Technology Requested items.
3. Read the Instructions and proceed by clicking Next.

PORT_ProCardTechnologyRequestForm_ver_20.2 Page 1 of 13



PROCARD TECHNOLOGY REQUEST FORM
Last Updated on: 7/17/2020

4. Name the form with your desired title for ease of access.
5. Click Save Progress button then Next button to proceed.

6. ECU Materials Management is the default supplier for the ProCard Technology Request. Note: This
is due to the fact that not all ProCard Suppliers exist in Banner/PORT. Click Technology Type to
proceed.
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PROCARD TECHNOLOGY REQUEST FORM
Last Updated on: 7/17/2020

- » Hardware - equipment with sottware
+ Hardware Only - servers, network switches, printers
+ Datasets - collection of data for research

Review and Submit

» Internet of Things (IoT) - computing devices embedded in everyday objects, enabling them to send and receive data (ex: smart TVs,
HVAC controls, credit card readers, etc.)
Services - services designed to facilitate the use of technology by the university enterprise and/or end users.

Software

< Preyigy, 4’ Save Progress Next »

Computer (Non-CPI)
Hardware

m——rETOWaTE Only

Datasets

Internet of Things (1oT)

Services

Review the information and definitions of the 7 types of technology.

When you select the drop-down box for Types of Technology Request, you will see the options from
above definitions. Select the appropriate technology for your request. For this example, we will select
Software.

9. Click Save Progress button.

o N
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PROCARD TECHNOLOGY REQUEST FORM
Last Updated on: 7/17/2020

10.
11.
10. The Software technology is a conditional question that now displays Question section that is specific to
software. Note: Selecting Software, Hardware, Datasets, or Internet of Things (loT) will display this
Questions section of the form. This is required to answer software related questions for these types of
technology. Selecting Computer (Non-CPI), Hardware Only, or Services will not display Questions
section of this form. If you select Computer (Non-CPl), there will be additional questions within
Technology Type section.
11. You can click on Questions section or Next button.
—>
12
13. —>

12. Under the Questions section of Form Fields all fields with a star require a response. Your request for
software purchase will not be complete until all information in this section is provided.

13. Enter Cardholder Name (if different than user submitting form request), Name of Vendor, and scroll
down to continue with Form Fields — Questions.
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14.

15.

16.

17.

PROCARD TECHNOLOGY REQUEST FORM
Last Updated on: 7/17/2020

14. Select the appropriate quantity for your software.

Note: Selecting more than 1 user will require you to answer ADA questions.

15. Select Who will use this product, check All that apply.

16. If your software purchase will be used in conjunction with an academic course, select Yes and a field
will populate to the list requiring the course ID/name. If the purchase is not for a course, select No and
proceed.

17. Click the radio button corresponding to the accurate location where the data will be stored. Note: Data
which resides outside of ECU may require additional documentation, Memorandums of
Understanding (MOU), before your request can be processed.

18. Note the definitions for the various data types. Check all appropriate classifications of data involving
the use of this software purchase.
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PROCARD TECHNOLOGY REQUEST FORM
Last Updated on: 7/17/2020

19.

20.

19. Click the required check box to certify the information provided.
20. Click the appropriate radio button to indicate if this will be an annual renewal.

21,

\

22,

24.

21. If you select the Yes radio button, more conditional questions will display for entering further details
about the vendor. For this example, we will select No.

22. Provide as much detail about rights, storage location, and product details to avoid delays in processing.

23. Indicate whether anyone abroad will come to ECU to install software.

24, Click the Next button.
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PROCARD TECHNOLOGY REQUEST FORM
Last Updated on: 7/17/2020

25.

25. The ADA Compliance portion of this form has been triggered by answers provided in the Questions
portion of your form. A link with further details of Section 508 Standards has been provided here.

6 —

27.

28.

v

26. A brief description of Voluntary Product Accessibility Templates (VPATSs) with links containing more
details have been provided.

27. This link provides details regarding requested software that may have exceptions from the VPAT
requirement.

28. Choosing options 3 or 4 will result in a request for an IT Accessibility Consultant’s assistance.
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PROCARD TECHNOLOGY REQUEST FORM
Last Updated on: 7/17/2020

29 -
30.

29. For this example, we will select option 1. This will require a VPAT to be uploaded to the ProCard
Technology Request form. Note: VPAT documents are provided by the supplier. A procedure to create
this document from a supplier’'s website is provided using Chrome browser.

30. Once the VPAT document is obtained, upload the file from the supplier by clicking the Upload button.

31.

31. Name your upload file appropriately and click Browse to find your file.
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PROCARD TECHNOLOGY REQUEST FORM
Last Updated on: 7/17/2020

32.

32. Browse to, select the file, and click Open button.

33. Click Save Changes to upload the file.
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PROCARD TECHNOLOGY REQUEST FORM
Last Updated on: 7/17/2020

35.

34.

34. The VPAT has been attached to your ProCard Technology Request Form. Note: For step-by-step
instructions on selecting options 2 — 5, see the Technology Request Form procedure (steps 30 — 40).
35. For this example, we will proceed to entering Line Item Information by clicking Next button.
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38.

PROCARD TECHNOLOGY REQUEST FORM
Last Updated on: 7/17/2020

36. Follow the instructions to enter data for your requested software. Include as much detail as possible to
avoid delays. Enter the Unit Price and Quantity for each line item.

Note: The total cost of Line ltems will be reflected on your requisition. The quantity entry field will allow
zero or a negative input. Do not leave zero or negative quantities in this field to avoid Banner order
failure for invalid value.

37. Enter Product Description and Catalog No. as given on the quotation from supplier. Note: You may
enter up to 10 items on each ProCard Technology Request Form. If your order requires more than 10
items an additional ProCard Technology Request Form can be added to your shopping cart.

38. If your order has between 5 — 10 items, click Next. Otherwise, you can click Review and Submit
section of your form. For this example, we will click Review and Submit section.
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PROCARD TECHNOLOGY REQUEST FORM
Last Updated on: 7/17/2020

39.
40. —_— >
39. You may review each section of the ProCard Technology Request Form from the navigation pane. A
Green Check will indicate the required fields have been satisfied.
40. If you have more than 10 items, you can click the drop-down box and select Add to Cart and Return.
This will add your cart and bring you back to beginning of ProCard Technology Request form. One the
last group of 10 items, you would click Add and go to Cart.
42,
41.

41. ProCard Technology Request Form is a “Do Not Mix” form. The Add and go to Cart action will create
an error if there are items or other forms currently in your active cart. Note: Selecting the action Add to
new Cart if your active cart has another form type or items from another supplier.

42. Add and go to Cart is the default option and we will click it to proceed with the purchase request.
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PROCARD TECHNOLOGY REQUEST FORM
Last Updated on: 7/17/2020

44,

43.

43. Your ProCard Technology Request Form has now been added to a cart and is indicated by the Form
Name and Form Image icon.

44. Note: You can now view the future Requisition # before you submit the cart. Now if you have issues
with a draft cart, you can call Materials Management with the future Requisition # for assistance.

Important Note: If your software request did not require ADA Accessibility Review, you will receive a
PORT comment from ITCS on your approval to proceed with purchase. If your software request
requires ADA Accessibility Review, an IT Accessibility Consultant may have additional questions for
your request. Once the review is completed/approve, the IT Accessibility Consultant will email your
approval to proceed with purchase.

45. See the Edit Cart Header procedure to continue the review process.
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SHOPPING CART - SPECIAL ORDERS FORM
Last Updated on: 4/3/2020

1. Click on the appropriate sticker within the Forms showcase for Medical Supplies Special Orders.
Note: These forms are used for non-inventory items only.
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SHOPPING CART - SPECIAL ORDERS FORM
Last Updated on: 4/3/2020

@ Medical Supplies Special Orders - Mozilla Firefox — O *
v 2% https://usertest.sciguest.com/apps/Router/FavaoritesFormEdit?&FavoriteProductld=225902 &wantReloadOnC | 90% e w =
. ~
Medical Supplies Special Orders Available Actions: | Add and go to Cart 4’1 Go | Close | =
Supplier Info ?
Supplier ECU Medica wrll more info_

edical Supplies: (preferred)
600 Moye Bhvd

Brody Som Gw-56
Greenville, MC 27834 US

Fulfillment Address

Urrency UsD
Distribution
The system will distribute purchase orders using the method(s) indicated belo
Email (HTML Body) boulineauc@mail.ecu.edu

Manual

General Info

on-Configurable Fields

This form is for non-inventory items only. Use this form to enter medical info. Note that if
shipping applies, you will need to enter on a separate line item, Special orders can take up to
10 days to process, depending on the itern.

Medical Supplies Special Orders

4567644

Form Type
Catalog No.

Product Description 3M n83 Particulate Respirator

225 characters remaining expand | clear
Quantity 4
Uom |EA Each ~
Estimated Price 29,99

2. A new window pops up to display the Medical Supplies Special Order form.

3. Enter the appropriate information for the following fields: Catalog #, Product Description, Quantity,
Unit of Measure (UOM), and Unit Price. Note: If you do not have a Catalog # for the item, you enter
either N/A or a descriptive term for the item

4. Click on the Go button to add the item to an active cart.

5. This brings you to Shopping Cart edit section. See the Edit Cart Header procedure to continue the
review process.
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COLLAPSE PRODUCT SHOWCASE
Last Updated on: 4/03/2020

1. To collapse a showcase, click on “V” symbol next to desired showcase.

2. Notice that ECU Catalogs and Scientific / Medical Suppliers showcases collapsed.
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COLLAPSE PRODUCT SHOWCASE
Last Updated on: 4/03/2020

\

3. Notice that more showcased are now visible without scrolling down page.
4. If you need to open a collapsed showcase, just click on “>” symbol for desired showcase
5. This completes the steps for this procedure. Click on ECU icon to return to home page.
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SHOPPING CART - PUNCHOUT CATALOG
Last Updated on: 4/03/2020

/\

1. Ensure that you are on the Shopping Home page.

2. Click on Dell sticker in the Computer Supplies showcase. Note: A Punch-out Catalog allows you to
shop directly from a website created and maintained by the Supplier. Creating carts from one of these
types of suppliers will automatically populate a new PORT shopping cart once it has been submitted.
Each Punch-out Supplier will have a different shopping experience.

3. The home page brings you to the Standard Configurations for computers with ECU image. Important
Note: You do not have to complete a Technology Request Form for Dell or Lenovo standard
configuration computers with ECU image.

4. For the 1%t item, we will add a Mid-Level OptiPlex 5070 to our shopping cart. You can also search for
items of interest by entering description in search box at the top of browser.
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SHOPPING CART - PUNCHOUT CATALOG
Last Updated on: 4/03/2020

5. Notice Adding Item to Cart pop-up window. In this example, we will add more items and will select
Close button. If you only need this one item, you would click Go to Cart button to begin checkout.

6. Scroll down the page to view the remining desktops, all-in-ones, laptops, tablets, and monitors.
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SHOPPING CART - PUNCHOUT CATALOG
Last Updated on: 4/03/2020

7. For the 2" item, click on Add to Cart button for 22” monitor to go with the desktop computer.

8. Click Close button in the Adding item to Cart pop-up, since we will be adding one more item.

PORT_PunchoutCatalog_ver 20.1 Page 3 of 6



SHOPPING CART - PUNCHOUT CATALOG
Last Updated on: 4/03/2020

9. For the 3 item, click on Add to Cart button for Latitude 5400 laptop.

10.

10. Click Go to Cart button in the Adding item to Cart pop-up window. This will the final item for this
punch-out order.
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SHOPPING CART - PUNCHOUT CATALOG
Last Updated on: 4/03/2020

11.

13.

12.

11. Within the shopping cart, you can adjust your quantities for each item. Important Note:
Adding/removing items or adjusting quantity must be done in the punch-out catalog.

12. You may need to scroll down the page to see all the items in your cart.

13. Click Create Order Requisition button to continue to checkout.
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SHOPPING CART - PUNCHOUT CATALOG
Last Updated on: 4/03/2020

14.

14. Click Submit Order Requisition button to add these items to a PORT shopping cart.

16.

15. This brings you to the New Shopping Cart edit section.

16. Note: You can now view the future Requisition # before you submit the cart. Now if you have issues
with a draft cart, you can call Materials Management with the future Requisition # for assistance. See
the Edit Cart Header procedure to continue the review process.
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SHOPPING CART - EDIT & INSPECT — MODIFYING PUNCH-OUT CART
Last Updated on: 4/03/2020

Click on the MODIFY ITEMS link to make changes to a punch-out catalog shopping cart. Important
Note: All punch-out suppliers allow the Edit & Inspect feature for modifying shopping carts.

PORT |

This is where you can modify the shopping cart with the following changes: removing items, changing
quantity of items, and adding new items to your shopping cart.

For the first edit, we will change the quantity of the 15t item from 1 to 2 items by clicking on + sign next to
quantity. Scroll down the page to make additional edits to the cart.
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SHOPPING CART - EDIT & INSPECT — MODIFYING PUNCH-OUT CART
Last Updated on: 4/03/2020

4. For the 2" edit, we will increase the number of monitors by clicking on + sign next to quantity.
5. For the 3 edit, we will remove the 3™ line item from the shopping cart by clicking Remove item link.

6. Note that 15t and 2" item total price updated and 3" item has been removed from the Shopping Cart.
7. This completes edits to the shopping cart. Click Create Order Requisition button.
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SHOPPING CART - EDIT & INSPECT — MODIFYING PUNCH-OUT CART
Last Updated on: 4/03/2020

8. Confirm edits to shopping cart are complete and click Submit Order Requisition button to add these
items to your PORT shopping cart.

9. This brings you to Shopping Cart edit section. See the Edit Cart Header procedure to continue the
review process.
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SHOPPING CART - HOSTED STOREROOM CATALOG
Last Updated on: 4/15/2020

__—

\

y

Ensure that you are on the home/shop tab.

Click on ECU Medical Supplies sticker.

Enter item description or catalog # in Search text box. For this example, we will use gloves.

Click Search button. Note: These steps will only display results for ECU Medical storeroom catalog.

PN~

5. Notice the number of items found from your search of gloves for ECU Medical storeroom. If the
number of items found is not greater than the Results per page, you can proceed to step 7.

6. To see all the results on 1 page, click on the Results per page drop down box and choose a number
higher than number of items found.
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SHOPPING CART - HOSTED STOREROOM CATALOG
Last Updated on: 4/15/2020

7. Scroll down the page to find the appropriate gloves in this example.

8. Once you find the desired item, enter quantity needed and click on Add to Cart button. Note: You can
see if the item is in stock or out of stock. You can still order out of stock items, they will automatically be
placed on backorder until they are received by the storeroom.

9. Notice that your shopping cart has been updated with the items that were just added. If you only have 1
item for your requisition, click on the shopping cart and skip to step 19 on page 6.
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SHOPPING CART - HOSTED STOREROOM CATALOG
Last Updated on: 4/15/2020

10.

10. In this example, we will be adding 3 different items. For 2" item enter the Catalog # for ECU Medical
storeroom item and click Go button.

1.

11. Enter quantity needed and click on Add to Cart button.
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SHOPPING CART - HOSTED STOREROOM CATALOG
Last Updated on: 4/15/2020

12,

12. Notice that your shopping cart has been updated with the items that were just added.

13.

14.

13. Enter ECU Medical Storeroom for the 3 and final item. Note: The first item was found by searching
Product Description of gloves for ECU Medical Storeroom, the 2" item was found by searching a
Catalog #, and the 3™ item will be found by searching ECU Medical Storeroom Categories.

14. Click on the Go button.
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SHOPPING CART - HOSTED STOREROOM CATALOG
Last Updated on: 4/15/2020

15.
15. Click on the add filter icon to see all the categories for ECU Medical Storeroom.
16. —>
17.

16. Within the Filter by Category pop-up window, click on the appropriate category for the item. We will
use Bandages and dressings and related products for this example.
17. Click on the Filter button.
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SHOPPING CART - HOSTED STOREROOM CATALOG
Last Updated on: 4/15/2020

18.

18. Enter quantity needed and click on Add to Cart button.

19.

19. Notice that the item was added successfully. Click on your shopping cart after adding final item to the
order.
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SHOPPING CART - HOSTED STOREROOM CATALOG
Last Updated on: 4/15/2020

20.

20. Click on View My Cart button.
22- //
21.

ECU Medical Storeroomfsq morcinfo..
Medical Supplies
600 Moye Blvd, Brody Som Gw-56, Greenville, NC 27834 US
Product Description Catalog Ne Size / Packaging Unit Price  Quantity Ext. Price [
1 GLOVES, CHEMICAL, SMALL 4T417  more info.., 680-24170 1/PR 812 |5 PR 40.60 USD O
2 ISOPROPYL RUBBING ALCOHOL 160Z EA/SWAN 1368992 CARDINALT0%  more info... 040-21000 1/80 130 |4 BO s20usp O
3 020-20490 GAUZE ST. 4X4 12 PLY PK OF 10 PK/10 128CSE J&J2322(GZ4412-10  more 020-20490 1/PK. 440 |3 Pk 13.20USD O
info...
Supplier subtotal 59.00 USD
Subtotal 59.00
Shipping 0.00
Handling 0.00
Total 59.00 USD
Save
Proceed to Checkout

21. This completes the steps for shopping the Medical Storeroom’s hosted catalog and brings you to the
Shopping Cart edit section.

22. Note: You can now view the future Requisition # before you submit the cart. Now if you have issues
with a draft cart, you can call Materials Management with the future Requisition # for assistance. See
the Edit Cart Header procedure to continue the review process.
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SHOPPING CART - HOSTED CATALOG
Last Updated on: 4/15/2020

\

1. Ensure that you are on the home/shop tab.
2. Click on advance search link to search multiple criteria for the hosted catalogs in PORT.

\/

3. Enter desired description for item in All of These Words field.
4. Enter vendor’'s name in Supplier Name field.
5. Click the Search button.
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SHOPPING CART - HOSTED CATALOG
Last Updated on: 4/15/2020

10.

11.

The # of items found will be displayed clearly in the column.

Scroll down the page or select another page if appropriate to find the desired item.

Upon finding the desired item, change the quantity to the amount needed for the order and click Add to
Cart button.

N

9. Notice the item was added to the shopping cart.

10. Enter desired catalog # in Part Number (SKU) field after deleting value in All of These Words field.
Note: We will keep the same supplier name due to PORT restriction of only 1 supplier per shopping
cart / requisition.

11. Click on Search button.
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SHOPPING CART - HOSTED CATALOG
Last Updated on: 4/15/2020

12

12. Change the quantity to the amount needed for the order and click Add to Cart button

13.

13. Notice that your shopping cart has been updated with the items that were just added. Click on the
shopping cart after adding the final item to the order.
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SHOPPING CART - HOSTED CATALOG
Last Updated on: 4/15/2020

14.

14. Click on View My Cart button.

16.

15.

15. This brings you to Shopping Cart edit section.

16. Note: You can now view the future Requisition # before you submit the cart. Now if you have issues
with a draft cart, you can call Materials Management with the future Requisition # for assistance. See
the Edit Cart Header procedure to continue the review process.

PORT_HostedCatalog_ver 20.1 Page 4 of 4



SHOPPING CART - IMPROVED HOSTED CATALOG SEARCH
Last Updated on: 4/15/2020

1.
2,
3.
1. Ensure that you are on the home/shop tab.
2. Enter gloves for item description. Note: This 15t example will show similar results with singular and
plural search terms.
3. Click Go button.
5.
‘>
6.
4,

4. Notice the number of items found from your search of gloves.
5. Now we will delete ‘s’ from gloves to search the singular form and retrieve similar results.
6. Click on the Go button.
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SHOPPING CART - IMPROVED HOSTED CATALOG SEARCH
Last Updated on: 4/15/2020

7. Notice that the results retrieved a similar number of matches with search criteria of glove.

8. Enter the Catalog # with hyphen. Note: This 2" example will show similar results with catalog # with
and without hyphen. The same results would apply with or without spaces or misc characters.
9. Click the Go button.
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SHOPPING CART - IMPROVED HOSTED CATALOG SEARCH

Last Updated on: 4/15/2020

11.

12.

10.
10. Notice the result with 040-21000.
11. Now we will delete ‘-’ from 040-21000 to retrieve similar results.
12. Click on the Go button.

13. Notice the same item was retrieve with 04021000 as 040-21000.
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SHOPPING CART - IMPROVED HOSTED CATALOG SEARCH
Last Updated on: 4/15/2020

14.

15.

14. Enter gauze for search criteria. Note: This 3™ example will show similar results with misspelled search
entries.
15. Click on the Go button.

18.

16.

16. Notice the number of items retrieve from your search of gauze.
17. Now we will misspell gauze by entering gause to retrieve similar results.
18. Click on the Go button.

PORT _ImprovedHostCatSearch_ver_20.1 Page 4 of 5



19.

SHOPPING CART - IMPROVED HOSTED CATALOG SEARCH

Last Updated on: 4/15/2020

19. Notice that the results retrieved are a similar number of matches with search criteria of gause. This

completes the steps for Improve Hosted Catalog Searches.
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SHOPPING CART - FILTER ON MULTIPLE VALUES FOR HOSTED CATALOG
Last Updated on: 4/15/2020

1. Ensure that you are on the home/shop tab.
2. Enter gauze for item description.
3. Click Go button.

4. Click on the add filter icon to filter By Supplier.
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SHOPPING CART - FILTER ON MULTIPLE VALUES FOR HOSTED CATALOG
Last Updated on: 4/15/2020

>

5. Select the suppliers that you would like to use as a filter.
6. Click on Filter button.

7. Note that the total results count reduced to only include “gauze” for suppliers that were used as filters.
8. Click on the add filter icon to filter By Category.

PORT _FilterOnMultValue_ver 20.1 Page 2 of 4



SHOPPING CART - FILTER ON MULTIPLE VALUES FOR HOSTED CATALOG
Last Updated on: 4/15/2020

LI LENTATUQE ACCESSONEs (1)

[ chemical Test Systems (1)
O Chemistry analyzers (1)

[ chromatography Toals (33)

[ classroom decorative kits (1)

O Cleaning cloths or wipes (4)

O Cleaning Equipment and Accessaries (1)

[ cleanroom Mats (15)

[ cleanroom Wipers (10}

O Coagulation quality controls or calibrators or standards (1)
[ concentrator Systems (1)

O Conductivity Probes (1)

[ containers/Cans (5)

[ controlled Environment Chamber Accessories (3)
[ cytology reagents or solutions or stains (1)

O pesk supplies (1)

[ Dishes (1)
O Disposable Syringes (332)
[ pisposable Towels (10

10.

Vacuum Pumps (3)
[J Electron Supplies (5)
[ Electronic Equipment (4)

[T Fvanaratar arcassariss (31

_Filter | cancel

LI NOn-meaical Foreeps ()
[ Mon-medical Needles ()]

] Organic chemical production services (1)
O Packaging films (21)

] Packing Materials (1)

] Paper clips (14)

O parallel Synthesis Equipment Accessaries (1]
[ physical Testing Equipment/Supplies (273)
] Physiological recorders (3)

[ pins or tacks )

[ pipet Accessories (2)

[ pocket charts (1)

[ rower Supplies (1)

[ pressure Gauge Accessories (4)

[ pressure Gauges (141)

O Primary Antibodies (2)

] Prong fasteners (2)

[ protective gloves (6)

[ protective Matting (5)

[ protein Purification Kits (1)

[] ac standards (1)

[ racks (3)

[T Rariatinn Safetv Faninment (11

9. Select the Categories that you would like to use as a filter. Scroll to find additional filter options.

10. Click Filter button.

11.

12,

11. Notice the results from the filtered criteria.

12. Note: There must be 3 or more values present for the filter icon to display.

PORT_FilterOnMultValue_ver_20.1
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SHOPPING CART - FILTER ON MULTIPLE VALUES FOR HOSTED CATALOG
Last Updated on: 4/15/2020

13.

13. To remove a filter, click remove selected filter icon.

14.

14. Notice the increase in results from removing the filter. Note: You can use the following filters: By
Supplier Class, By Supplier, By Manufacture Name, By Category, By Product Flag, and By Packaging
UOM. This completes the steps for Filter on Multiple Values for Hosted Catalog Searches.
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SHOPPING CART - HOSTED CATALOG - LEVEL 2 PUNCH-OUT
Last Updated on: 4/15/2020

—

Ensure that you are on the home/shop tab.

2. Enter green folders and click on the Go button. Note: Office Depot is the only punch-out supplier to
enable the SmartFind Level 2 feature that will display some of their catalog items in a PORT hosted
catalog search.

3. The # of items found will be displayed above the results.
4. Scroll down the page or select another page if appropriate to find the desired item.

PORT_HostedCatalog-Level2_ver 20.1 Page 1 of 3



SHOPPING CART - HOSTED CATALOG - LEVEL 2 PUNCH-OUT
Last Updated on: 4/15/2020

5. Notice the items for Office Depot may have an image and will identify the supplier.
6. Click on the Order from Supplier link to see item pricing.

7. Now you can determine if the Office Depot item is comparable in price.
8. Click on X to close the pop-up window to return to PORT. Note: If you want to order the items, you
would enter the desired quantity and click Add to Cart button.

PORT_HostedCatalog-Level2_ver 20.1 Page 2 of 3



SHOPPING CART - HOSTED CATALOG - LEVEL 2 PUNCH-OUT
Last Updated on: 4/15/2020

9. This brings you back to the PORT hosted catalog search. You can continue shopping by repeating
steps 2 — 8 to compare hosted catalog items with Office Depot punch-out catalog items. After
determining the supplier with the most competitive pricing for the items needed, you can either do a
hosted catalog order or a punch-out catalog order with Office Depot.

PORT_HostedCatalog-Level2_ver 20.1 Page 3 of 3



EDIT CART HEADER
Last Updated on: 4/14/2020

BECU surmmnamamacmr An - Search (Alt+Q) a 74,175.00USD W @k A 2

»

Shop » My Carts and Orders b Open Wy Active Shopping Cart b Cart - 2946357 - Draft Requisition

1) Continue Shopping

@ Almost ready to go! The list below needs to be addressed before the cart can be submitted.
- Required field: State Exempt

-
[
e

5 Item(s) for a total of 74,175.00 u=o

Proceed to Checkout

¥ Shopping Cart  rorsrisget erown

n = Save
% Priority Business Purpose / Ngte add note... Backup Required [
Prepared by Bridget Brown to Approvers Special [None ~|
Prepared for Bridget Brown State Exemp Instructions
Tz Select a different user... Select from profile values... Motes to add note..
Q _ Select from all values... Suppliers
Carl - -04- PP
20 2020-04-14 brownb 01 © required field
]ll.L Supplig ine ltem Details =
% line details For selected line items [Add to Favorites ~| 6o
~ .
o’ Hastings Ford pe™Tore infe...
PO Purchase e®fEr 1
G PO Box €0, Greenville, NC 27835-138#°US
Product Descriptiggp Catalog No Size / Packaging Unit Price Quantity Ext. Price [ |
1 2020 Shelby#ustang GT500 Metallic Blue with White Racing Stripes [ more info.. GT500 EA 73,995.00 1EA 7399500 Uso L]
2 @#ray Floor Mats [5) more info... MATS EA 4500 4EA 1so00usp [
Supplier subtotal 74,175.00 USD
Subtotal 74,175.00
Shipping 0.00
Handling 0.00
Total 74,175.00 USD

Save
Proceed to Checkout

1. Select the appropriate Priority for the requisitions: Note: Normal indicates that the requisition will be
processed into a PO by MM within 2 days. Urgent indicates that the requisition will be processed into a
PO by MM within 1 day.

2. |If you are creating a requisition for another PORT Standard Requisitioner to track, click on Select a
different user. See steps 14 — 18.

3. Optional: Type in a meaningful name for the requisition to track it by in your history.

4. Click the add note... link for Business Purpose/Note to Approvers if appropriate.

5. Click select from all values... for State Exempt field.

6. Enter your note to approvers and/or Materials Management. This is for internal notes ONLY.
7. Select the appropriate State Exempt category for your order.
8. Click on the Save button.

PORT _EditCartHeader_ver 20.1 Page 1 of 4



10.

11.

12.

EDIT CART HEADER
Last Updated on: 4/14/2020

B LS [P All Search (Alt+Q) a 7417500USD W [Vl o §
Shop » My Cans and Orders » Open My Active Shopping Cart » Cart - 2946357 - Draft Requisition
1, Continue Shopping
5 Item(s) for a total of 74,175.00 U0

Proceed to Checkout

ﬁ ShODDMg Coﬁ for Bridget Brown

= Cart was saved successfully

Priority Business Purpose /  The grant for this order will expire on | Backup Requirdd
Prepared by Bridget Brown MNote to Approvers  6/30/2020 Special
Prepared for Bridget Brown Instructions

951 characters remaining add note...

Select a different user...

Cart Name 2020-04-14 brownb 01 LA Non State Funds
Select from profile values...
Select from all values...

= B

"

Supplier / Line ltem Details

Show line details For selected line items | Add to Favorites V| Go
INA  Hastings Ford Inc more infe..
PO Purchase Order 1
m PO Box 1886, Greenville, NC 27835- 1855
Catalog No Size / Packaging  Unit Price Quantity Ext. Price [
ﬁ 20 Shelby Mustang GT300 Metallic Blue with White Racing Stripes [5]  more info.., GT500 EA 73,99500 1EA 7399500usD  [J
2 Gray Floor Mats 5]  more info.. MATS EA 4500 4EA 18000usD L
Supplier subtotal 74,175.00 USD
Subtotal 74,175.00
Shipping 0.00
Handling 0.00
Total 74,175.00 USD

9. Select the Backup Required check box to indicate that the supplier will require backup with the PO.

10. Select the appropriate option for Special Instructions: Check Attached, Confirming Order - Do Not
Send, or None.

11. Repeat steps 4 to complete Notes to Suppliers.

A BECU s Al ~ Search (Alt+Q) Q 74,175.00USD W (VN0 A 2
Shop » My Cans and Orders » Open My Active Shopping Cart » Cart- 2946357 - Draft Requisition
! + Continue Shopping
. 5 Item(s) for a total of 74,175.00 u=o
[ W = Shopping Cart o sigger erown
Save Proceed to Checkout
& CagiraWWaved successully
L
Priarity Busipgae®lrpose/  The grant for this order will expire on | Backup Required
= I Srdget Broun T to Approvers 6/30/2020 Specl
4 Prepared for Bridget Brown = - Instructions
Select 2 diffegaaetfer.. 951 characters remaining  expand | clear Notes to add note...
in Cart Name pae=2-14 brownb 01 State Exempt Non State Funds Suppliers
Select from profile values..,
Select from all values...
1}-! upplier / Line ltem Details ?
Show line details For selected line items | Add to Favorites V| Go
ITM | Hastings Ford Inc mors info..
PO Purchase Order 1
d} PO Box 1886, Greenville, NC 27835-1886 US
Product Description Catalog No Size / Packaging  Unit Price Quantity Ext. Price [
ﬁ 1 2020 Shelby Mustang GT300 Metallic Blue with White Racing Stripes 5]  more info... GT500 EA 7399500 1EA 73,895.00usp [
2 Gray Floor Mats. [5] moreinfo.. MATS EA 45.00 4EA 180.00usp
Supplier subtotal 74,175.00 USD
Subtotal 74,175.00
Shipping 0.00
Handling 0.00
Total 74,175.00 USD

12. Click the Save button to save all your Header changes. See the Edit Cart Iltems procedure to continue
the review process. Steps 13 — 17 take you through the process of preparing a requisition for another
requisitioner.
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EDIT CART HEADER
Last Updated on: 4/14/2020

14.

13.

13. To prepare a requisition for another PORT user, click on Select a different user...
14. In the User Search pop-up, type the PORT standard requisitioner’'s Last Name.
15. Click the Search button.

16.

16. Click on the select link.

PORT _EditCartHeader_ver 20.1 Page 3 of 4



EDIT CART HEADER
Last Updated on: 4/14/2020

@FXJU MATERIALS MANAGEMENT All - Search (Alt+Q) Q 74,175.00USD W L A1
Shop » My Carts and Orders » Open My Active Shopping Cart » Cart - 2946357 - Draft Requisition
4) Continue Shopping
. 5 ltem(s) for a total of 74,175.00 uso
¥4 Shopping Cart  forsrdget srown
Save Proceed to Checkout
& Cart was saved successfully
Priority Business Purpose /  The grant for this order will expire on | Backup Required
Prepared by Bridget Brown Note to Approvers  6/30/2020 Special . |None V‘
Prepared for Chance Kornegay - — Instructions
Select a different user... 951 characters remaining  expand | clear Notes to add nate...
Cart Mame 2020-04-14 brownb 01 State Exempt Mon State Funds Suppliers
Select from profile values..,
Select from all values...
upplier / Line Item Details ?
Show line details For selected line items | Add to Favorites V| Go
Hastings Ford Inc more info...
PO Purchase Order 1
PO Box 1886, Greenville, NC 27835-1886 US
Product Description Catalog No Size / Packaging  Unit Price Quantity Ext. Price []
1 2020 Shelby Mustang GT500 Metallic Blue with White Racing Stripes (5]  more info... GT500 EA 7399500 1EA 73005.00usp L
2 Gray Floor Mats [5] more info.. MATS EA 45.00 4EA 18o00usp O
Supplier subtotal 74,175.00 UsD
Subtotal 74,175.00
Shipping 0.00
Handling 0.00
Total 74,175.00 USD
Save |
Proceed to Checkout

17. The Prepared for now indicates the user you selected. See the Edit Cart Items procedure to continue
the review process.
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EDIT CART ITEMS
Last Updated on: 4/14/2020

BECU. warerins manacement Al - Search (Alt+Q) Q 75675.00UsD W @Rk I O §

Shop » My Carts and Orders » Open My Active Shopping Cart » Cart - 2946357 - Draft Requisition
4, Continue Shopping
6 ltem(s) for a total of 75,675.00 =0

Proceed to Checkout

¥4 Shopping Cart 1o eridget srown
= Save|

Priority Business Purpose /  The grant for this order will expire on  Backup Required ]
Prepared by Bridget Brown Note to Approvers  6/30/2020 Special . |None Vl
Prepared for Bridget Brown 551 characies rmaining sxpand Instructions
Select a different user... pand | clear Notes to add note..
Cart Name 2020-04-14 brownb 01 State Exempt Non State Funds Suppliers

Select from profile values...
Select from all values...

Supplier / Line Item Details ?

Show line details For selected line items [N le Rt 2 Velyii=4
Remove Selected Items

Hastings Ford Inc more info.. Remave All ltems

Move to Another Cart
Change Supplier
Add to Draft Cart or Pending PR/PO

PO Purchase Order 1
PR (oo0, Greenville, NC 27835-1886 US

Product Description Catalog No Size / Packaging U Change Commaodity Code

1 2020 Shelby Mustang GT300 Metallic Blue with White Racing Stripes 5]  moreinfo..  GT500 EA 7399500 1EA 7300500USD  LJ

2 Gray Floor Mats 5] more info.. MATS EA 4500 4EA 1s000usD L

3 6 year 75,000 mile drivetrain warranty [£]  more info.. Warranty EA 1,500.00 1EA 1,500.00 U£>

Supplier subtotal 75,675.00 USD

Subtotal 75,675.00
Shipping 0.00
Handling 0.00
Total 75,675.00 USD

1. To delete an item from a cart, select the check box that corresponds with that item
2. Click the For Selected line items drop down box and select Remove Selected Items.

77) 3@ P — Al - Search (Alt+Q) Q 7567500USD W O | 4 2

Shop » My Carts and Orders » Open My Active Shopping Cart » Cart - 2946357 - Draft Requisition

< Continue Shopping

6 Item(s) for a total of 75,675.00 uso

Proceed to Checkout
™eellgss Purpose / The grant for this order will expire on | Backup Required O

Prepared by Bridget Brown Note to ApDTG 5/30/2020 Special ‘None Vl
Instructions

58 p 1@, iﬂg COr‘f for Bridgat Brown

& Save|

Priority

Prepared for Bridget Brown o
Select a different user... 931 characters rem S xpand | clear Notes to add note..
Cart Name 2020-04-14 brownb 01 State Exempt Mon State Funds Suppliers
Select from profile values...
Select from all values...
Supplier / Line Item Details 2
Show line details For selected line items | Remove Selected Items Go

Hastings Ford Inc moreinfo..
PO Purchase Order 1
PO Box 1886, Greenville, NC 27835-1886 US

Product Description Catalog No Size / Packaging Unit Price Quantity Ext. Price [
1 2020 shelby Mustang GT500 Metallic Blue with White Racing Stripes ] moreinfo..  GT500 EA 73,995.00 1EA 7399500usD [
2 Gray Floor Mats [5]  more infe... MATS EA 4500 4EA 18000usp [
3 6year 75,000 mile drivetrain warranty 5] more info.. Warranty EA 1,500.00 1EA 1,500.00 USD
Supplier subtotal 75,675.00 USD

Subtotal 75,675.00

Shipping 0.00

Handling 0.00
Total 75,675.00 USD

3. Click the Go button to remove the item.
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EDIT CART ITEMS
Last Updated on: 4/14/2020

@E(:LJ MATERIALS MANAGEMENT All = Search (Alt+Q) Q 7417500UsD W AV A2
Shop » My Carts and Orders » Open My Active Shopping Cart » Cart - 2946357 - Draft Requisition
4, Continue Shopping
. 5 Item(s) for a total of 74,175.00 uso
M ShODplﬂg COﬁ for Bridget Brown
Proceed to Checkout
& Save |
Priority Business Purpose / The grant for this order will expire on | Backup Required O
Prepared by Bridget Brown Note to Approvers  6/30/2020 Special |None Vl
Prepared for Bridget Brown b nstructions
Select a different user... 951 characters remaining  expand | clear Notes to add note...
Cart Mame 2020-04-14 brownb 01 State Exempt MNon State Funds Suppliers
Select from profile values...
Select from all values...
Supplier / Line Item Details ?
Show line details For selected line items | Add to Favorites V| Go
Hastings Ford Inc more info..
PQ Purchase Order 1
PO Box 1886, Greenville, NC 27835-1886 US
Product Description Catalog No Size / Packaging  Unit Price Quantity Ext. Price [
1 020 Shelby Mustang GT500 Metallic Blue with White Racing Stripes 5]  more info.. GT500 EA 73,995.00 1EA 73,90500usn [
2 Gray Floor Mats [} more info.. MATS EA 4500 4EA 1s000usp L
Supplier subtotal 74,175.00 USD
Subtotal 74,175.00
Shipping 0.00
Handling 0.00
Total 74,175.00 USD

4. Note: The line item has been removed from the cart.
5. To edit the line item description, price, quantity, or unit of measure, click on the Product Description.
Note: You can ONLY change the product description and pricing for Non-Catalog orders.

6. Make the appropriate changes to the Product Description, Additional Description, Quantity, UOM,
or Estimated Price.
7. Click on the Go button to save the changes to the shopping cart.
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EDIT CART ITEMS
Last Updated on: 4/14/2020

8. Click the Close button to return the cart.

Shop » My Carts and Orders » Open My Active Shopping Cart » Cart- 2946357 - Draft Requisition

¥ Shopping Cart  toreisget brown
@ Save
Priority

Note to Approvers  §/30/2020

Select from profile values...
Select from all values...

ine Item Details

Show line details

Hastings Ford Inc more info...
PO Purchase Order 1
PO Box 1886, Greenville, NC 27835-1886 US

Product Description
2020 Shelby Mustang GTS00 Metallic Blue with White Racing Stripes 5]  more info.. GT500

2

Black Rugged Floor Mats[Z]  more info... MATS

10.

@ECU MATERIALS MANAGEMENT All~ Search (Alt+Q)

Business Purpose /  The grant for this order will expire on

Prepared by Bridget Brown
Prepared for Bridget Brown =

Select a different user... 931 characters remaining  expand | clear Notes to
Cart Name 2020-04-14 brownb 01 State Exempt Non State Funds

74191.00UsD W Q@ 42

<, Continue Shopping
5 Item(s) for a total of 74,191.00 uso

Proceed to Checkout

Backup Required [J

‘ None hd |
add note...
2
For selected line items | Add to Favorites V‘ Go
Unit Price  Quantity Ext. Price

O
7399500 1EA 7399500 UsD [
O

49.00 4EA 196.00 USD

Supplier subtotal 74,191.00 USD
Subtotal 74,191.00
Shipping 0.00
Handling 0.00
Total 74,191.00 USD

Proceed to Checkout

9. Note that any changes to Product Description, Additional Description, Quantity, UOM, or

Estimated Price have been updated in the shopping cart.
10. Click on the Proceed to Checkout button.

PORT _EditCartltems_ver 20.1
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EDIT CART ITEMS
Last Updated on: 4/14/2020

@H:U MATERIALS MANAGEMENT All - Search (Alt+Q) Q 74191.00USD W Qb A 2

Orders b Search b Reguisitions b Summary - 2946357 - Draft Requisition

P Internal Note Order Info | & FOAPAL / Ship Codes W Submit Requisition

1) Go to Express Checkout ) Return to shopping cart  «) Continue Shopping

& All donel The required information has been completed and this request is ready to be submitted.

Once you have reviewed the details, you may continue by clicking the button at the top of the page.

Requisition PR Approvals| PO Preview Comments || Attachments | History

Summary General FOAPAL / Ship Codes Supplier Info Taxes/S&H (=
Hide header Hide value descriptions
General ? Internal Note ? Order Info 7
Priority Mormal Internal Info Order Info
Department Administration and Finance Business Purpese /  The grant for this order Backup Required x
[Administration and Mote to Approvers  will expire on 8/30/2020 Pricing Ref 2
Finance) State Exempt Mon State Funds Special Instructions None
Prepared by Bridget Brown Internal Attachments Notes to Suppliers
Prepared for Bridget Brown Add Attachments Attachments for all suppliers
Cart Name 2020-04-14 brownb 01
R Add Attachments
Accounting Date
Accruals PO Clauses
100 NCT&C
200 Funds
BllTe 300 ECU PO conditions
East Carolina University
Accounts Payable view all clauses - (3)
120 Reade St
Fin. Srv. Bldg.
ACCOUNTSPAYABLE@ecu.edu
Greenville, NC 27858-4353
United States
View/edit by line item...
FOAPAL / Ship Codes ?
Chart Fund Qrganization Account Program Activity Location
E 111170 230603 72110 0000
East Carolina University AA General AF Medical Stores Office Supplies Default Program Code

Institutional Support

11. See the Review procedures to continue the cart review process.
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CHANGE SUPPLIER ACTION
Last Updated on: 4/14/2020

@E(:LJ MATERIALS MANAGEMENT

H Shopping Cart  woremget erown

(=

priorty

BEridget Brown
Eridget Brown

Select a different user...

2020-04-14 brownb 01

Business Purpose /
Prepared by Note to Approvers

Prepared for

Cart Name State Exempt

Supplier / Line Item Details

Show line details

All = Search (Alt+Q) Q 74191.00USD W QM A2

Shop » My Carts and Orders » Open My Active Shopping Cart » Cart - 2946357 - Draft Requisition

1, Continue Shopping
5 Item(s) for a total of 74,191.00 u=o

Proceed to Checkout

Save|

The grant for this order will expire on | Backup Required ]

6/30/2020 Special [None ]
Instructions

951 characters remaining  expand | clear Notes to add note...
Suppliers

Non State Funds

Select from profile values...
Select from all values...

» For selected line items A6 LRGN =

o more info...
PO Purchase Order 1

Remove Selected Items
Remave All ltems

PO Box 1886, Greenville, NC 27835-1886 US

Product Description
1 2020 Shelby Mustang GT300 Metallic Blue with White Racing Stripes [

2 Black Rugged Floor Mats[£]  more info...

Important Note: This feature will allow requisitioners and approvers to change the supplier on multiple
line items for draft carts and requisitions in one step. This option cannot be used on hosted, punch-out,

or contract non-catalog items.

Move to Anather Cart

" Change Supplier

Add to Draft Cart ar Pending PR/PO

Catalog No Size / Packaging U Change Commodity Code ‘
mare info.. GT500 EA 73,995.00 i 995,00 USD
MATS pr 49.00 4EA 196,001

Supplier subtotal 74,191.00 USD

Subtotal 74,191.00
Shipping 0.00
Handling 0.00
Total 74,191.00 USD

1. Select the check box in the column header to select all line items.
2. Click For Selected line items drop down box and select Change Supplier.

@ECLJ 'MATERIALS MANAGEMENT

|

Priority ess Purpose /

MNote to APmeayg

Prepared by
Prepared for

Bridget Brown

Bridget Brown

Select a different user...
2020-04-14 brownb 01

Cart Name State Exempt

* ¥ B

Supplier / Line Item Details
Show line details
Hastings Ford Inc more info...

PO Purchase Order 1
PO Box 1886, Greenville, NC 27835-1886 US

Product Description

il
ar
o]

1 2020 Shelby Mustang GT500 Metallic Blue with White Racing Stripes [

2 Black Rugged Floor Mats 5]  more info...

Shop » My Carts and Orders » Open My Active Shopping Cart » Cart - 2946357 - Draft Requisition

All~ Search (Alt+Q) Q 74101.00USD W (VT 4 2
4, Continue Shopping
5 Item(s) for atotal of 74,191.00 uso
Proceed to Checkout
Save|
The grant for this order will expire on | Backup Required ]
6/20/2020 Special [Mone ~]
Instructions
951 characters T expand | clear Notes to add note..
Mon State Funds Suppliers

Select from profile values...
Select from all values...

3. Click Go button to change supplier for all items.

PORT_ChangeSupplierAction_ver_20.1

For selected line items | Change Supplier Go
Catalog No Size / Packaging  Unit Price Quantity Ext. Price
more info... GT500 EA 7399500 1EA 73,995.00 UsD
MATS EA 49.00 4EA 196.00 USD
Supplier subtotal 74,191.00 USD
Subtotal 74,191.00
Shipping 0.00
Handling 0.00
Total 74,191.00 USD
Page 1 of 3



CHANGE SUPPLIER ACTION
Last Updated on: 4/14/2020

I

4. Enter the name of the new supplier in the Enter Supplier search field of the Change Supplier pop up.
5. Select the desired supplier name.

6. Click the Save button.

PORT_ChangeSupplierAction_ver_20.1 Page 2 of 3



CHANGE SUPPLIER ACTION
Last Updated on: 4/14/2020

@ECU MATERIALS MANAGEMENT Al ~ Search (Alt+Q) Q 74101.00USD W Ll A2
Shop » My Carts and Orders » Open My Active Shopping Cart » Cart- 2946357 - Draft Requisition
4, Continue Shopping

5 ltem(s) for a total of 74,191.00 uso

Proceed to Checkout

k&% Shopping Cart  roreraget erown

=) Save |
Priority Business Purpose /  The grant for this order will expire on | Backup Required 0
Prepared by Bridget Brown Mote to Appravers  6/30/2020 Special ) ‘None Vl
Prepared for Bridget Brown — - nstructions
Select a differant user.. 951 characters remaining  expand | clear notes to add note..
Cart Mame 2020-04-14 brownb 01 State Exempt Maon State Funds Suppliers
Select from profile values...
Select from all values...
Supplier / Line Item Details B
Show line details For selected line items | Add to Favorites V| Go
Capital Ford Inc more info..
Fulfillment Center 1
4900 Capital Blvd, Raleigh, NC 27658 US
Product Description Catalog No Size / Packaging  Unit Price Quantity Ext. Price [ ]
1 2020 Shelby Mustang GT500 Metallic Blue with White Racing Stripes [5]  more info.. GT500 EA 73,995.00 1EA 73,00500UsD L]
7. 2 Black Rugged Floor Mats[Z]  more info.. MATS EA 49.00 4EA 19600 usp O
Supplier subtotal 74,191.00 UsSD
Subtotal 74,191.00
Shipping 0.00
Handling 0.00
Total 74,191.00 USD

Save|
Proceed to Checkout

7. The new supplier name is now displayed on the cart / requisition.
8. This completes the steps for the Change Supplier Action. See the Review procedures to continue the

cart review process.
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BECU sarexeass maracesmmr

Orgers » Search b

i |

Internal Note Order Info

&

REVIEW CART HEADER
Last Updated on: 4/14/2020

All =

Requisitions b Summiary - 2946357 - Draft Requisition

FOAPAL / Ship Codes [T

Search (Alt+Q)

Q

4) Go to Express Checkout

74,191.00 USD

- <k 4 2

Submit Requisition

4) Return to shopping cart  4) Continue Shopping

0

& All done! The required infor ti

has been

leted and this request is ready to be submitted.

Once you have reviewed the details, you may continue by clicking the button at the top of the page.

Requisition g

¥ ¥ B

{(Administration and
Finance)
Prepared by Bridget Brown
Prepared for
Cart Name

Accounting Date

Bridget Brown
2020-04-14 brownb 01

ul
ar
<&

Accruals

Bill To

East Carolina University
Accounts Payable

120 Reade St.

Fin. Srv. Bldg.
ACCOUNTSPAYABLE@ecu.edu
Greenville, NC 27858-4353
United States

Chart Fund
111170
East Carolina University Al General

Institutional Support

Summary General OAPAL / Ship Codes
Hide header
General
Priority Mormal
Department Administration and Finance

AF Medical Stores

megls  Attachments | History

Supplhi® Taxes/S&H

& Internal Noté

m Internal Info

Viewfedit by line item...

Office Supplies

General, Internal Note, or Order Info.

?

m Order Info

Default Program Code

a 2
Hide value descriptions

Order Info 2

Business Purpose /  The grant for this order Backup Required x
Mote to Approvers  will expire on 6/30/2020 Pricing Ref #
State Exempt Non State Funds Special Instructions NOons
Internal Attachments Notes to Supplier
Add Attachments Attachmpgs®for all suppliers
Add Attachments
PO Clauses
100 NCT&C
200 Funds
300 ECU PO conditions
wview all clauses - (2)
FOAPAL / Ship Codes ?
©Organization Account Program Activity Location
230603 72110 0000

To make changes in the Header, click on the corresponding edit button in the following sections:

In this example, we will change the Backup Required flag to Yes by clicking on the edit link in the

Order Info section. Note: The red X indicates that no backup is required for this order.

3. Click on the Backup Required check box to indicate that backup documentation is required by the

supplier.

4. Click on the Save button to save your change.

PORT_ReviewCartHeader_ver_20.1
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REVIEW CART HEADER
Last Updated on: 4/14/2020

@ECU MATERIALS MANAGEMENT

Orders » Search » Requisitions » Summary - 2946357 - Draft Requisition

Internal Note ‘Order Info FOAPAL / Ship Codes M

All v Search (Alt+Q) Q

1) Go to Express Checkout

74191.00USD W

4 Return to shopping cart

@ 4 2

Submit Requisition

4 Continue Shopping

& All done! The required information has been completed and this request is ready to be submitted.

Qvou have reviewed the details, you may continue by clicking the button at the top of the page.

Requisition PR Approvals | PO Preview Commen

Summary General FOAPAL / Ship Codes Supplier Info
Hide header
General &2 Internal Note
Priority Mormal Internal Info m Order Int
Department =1 The grant for this order Backup Required

Administration and Fi o 12655
“—‘—M Nate to Approvers

will expire on &/30/2020
Neon State Funds

Pricing Ref #

Finance) State Exempt

Prepared by Bridget Brown Internal Attachments

MNotes to Suppliers
Prepared for

Cart Name

Bridget Brown
2020-04-14 brownb 01

Add Attachments

) Add Attachments
Accounting Date

Accruals PO Clauses
100 NCT&C
200 Funds
Bill To 200

East Carolina University
Accounts Payable

120 Readle st.

Fin. Srv. Bldg.
ACCOUNTSPAYABLE@ecu.edu
Greenville, NC 27858-4353
United States

View/edit by line item...

5. The green check mark now indicates that backup is required by the supplier.

6. To add to or edit the Internal Note click the edit button.

7. Add to or edit the text for the Business Purpose / Note to Approvers.
8. Click the Save button.

PORT_ReviewCartHeader_ver_20.1

Special Instructions

(=
Hide value descriptions

Order Info B

MNone

Attachments for all suppliers

ECU PO conditions

view all clauses - (3)

Page 2 of 3

~



REVIEW CART HEADER
Last Updated on: 4/14/2020

7.1) 3@ P — All - Search (Al+Q) a 74191.00UsD W Q| 4 2

Orders » Search » Reguisitions » Summary - 2946357 - Draft Requisition

% Internal Note Order Info | & FOAPAL / Ship Codes W Submit Requisition

1) Go to Express Checkout 4, Return to shopping cart 1) Continue Shopping

& All done! The required information has been completed and this request is ready to be submitted.

Once you have reviewed the details, you may continue by clicking the button at the top of the page.

Requisition PR Approvals | PO Preview Comments | Attachments  History

General FOAPAL / Ship Codes Supplier Info Taxes/S&H a -

Hide header Hide value descriptions

General Order Info ?

? Internal Note

?
Priority Mormal Internal Info Order Info

Department Administration and Finance S purpose / Tr_m gra.nt for this arder Backup Required v
(&dministration and Note to AppTowedly will expire on 8/30/2020. Pricing Ref #
Finance) Total funds allotted in spacial Instructi N
. grant are less than re... pecial Instructions one
Prepared by Bridget Brown more.. Notes to Suppliers
Prepared for Bridget Brown State Exempt Nen State Funds Attachments for all suppliers
Cart Name 2020-04-14 brownb 01 Internal Attachments T E—
Accounting Date
Add Attachment:
Accruals achments PO Clauses
100 NCT&C
200 Funds
Bill To ) 300 ECU PO conditions
East Carolina University
Accounts Payable view all clauses - (3)
120 Reade St.
Fin. Srv. Bldg.

ACCOUNTSPAYABLE@ecu.edu
Greenville, NC 27858-4353
United States

View/edit by line item...

FOAPAL / Ship Codes

Chart Fund QOrganization Account Program Activity Location
E 11170 230603 72110 0000
East Carolina University AL General AF Medical Stores Office Supplies Default Program Code

Institutional Support

9. Note the Note to Approvers has been modified.
10. To edit the FOAPAL at the Header continue to the FOAPAL EDIT AT HEADER procedure.

PORT_ReviewCartHeader_ver_20.1 Page 3 of 3




ATTACHMENTS
Last Updated on: 4/15/2020

@ECU MATERIALS MANAGEMENT Al ~

Orders » Search b Requisitions » Summary - 2946357 - Draft Requisition

w Internal Note Order Info FOAPAL / Ship Codes | %" Final Review 4

Search (AIt+Q) Q 74191.00USD W QB e §

Submit Requisition

1) Go to Express Checkout 1) Return to shopping cart «) Continue Shopping

& All done! The required information has heen completed and this request is ready to be submitted.

Once you have reviewed the details, you may continue by clicking the button at the top of the page.

Requisition PR Approvals | PO Preview  Comments | Attachments  History

Summary General FOAPAL / Ship Codes Supplier Info Taxes/S&H

a
Hide header Hide value descriptions
General el Internal Note & Order Info B
Priority Mormal Internal Info Order Info
Department Administration and Finance Business Purpose / The grant for this order will Backup Required v
(Administration and Finance) Note to Appravers expire on 6/30/2020. Total Pricing Ref #
db d funds allotted in grant are | .
Prepared by Bridget Brown less than re... Special Instructions MNone
Prepared for Bridget Brown mare... Notes to Suppliers
Cart Name 2020-04-14 brownb 01 State Exempt Non State Funds Attachments for all suppliers
1 . Lgcounting Date Internal Attachments Add Attachments
Accruals
—> Add Attachments PO Clauses
100 NCT&C
Bill To 200 Funds
East Carolina University 300 ECU PO conditions
Accounts Payable
120 Reade St view all clauses - (3)
Fin. Srv. Bldg.

ACCOUNTSPAYABLE@ecu.edu
Greenville, NC 27858-4353
United States

View/edit by line item...

1. To add an attachment, click the Add Attachment button.
Note: These steps are the same for Attachments for all suppliers.

2. Click Select files button to navigate to an electronic file on your computer or network drive.
Note: You can attach a file in any of the following formats: Word, Excel, Note Pad, PDF, JPG, and TIFF.

PORT_Attachmetns_ver_ 20.1 Page 1 of 5



ATTACHMENTS
Last Updated on: 4/15/2020

3. Afile manager window will pop up. Navigate to the location of the file you need to attach and select it.
4. Click Open button.

5. Notice file upload status.
6. Click Save Changes button.

PORT_Attachmetns_ver_ 20.1 Page 2 of 5



ATTACHMENTS
Last Updated on: 4/15/2020

All~ Search (Alt+0) Q 74191.00USD W Q@ | IS
/. MATERIALS MANAGEMENT

Orders b Search » Reguisitions » Summary - 2946357 - Draft Requisition

2 internal Note | & Order Info | % FOAPAL / Ship Codes W Submit Requisition

4) Go to Express Checkout  4) Return to shopping cart 1) Continue Shopping

& All done! The required information has been completed and this request is ready to be submitted.

Once you have reviewed the details, you may continue by clicking the button at the top of the page.

Requisition | PR Approvals PO Preview Comments | Attachments (1) | History

Summary General FOAPAL / Ship Codes Supplier Info Taxes/S&H & -
Hide header Hide value descriptions:
General B Internal Note & Order Info g
Priority Narmal Internal Info Order Info
Discment Administration and Finance Business Purpose / The grant for this order will Backup Reguired v
(Administration and Finance) Mote to Approvers expire on §/30/2020. Total Pricing Ref #
5 db Bridget B funds allotted in grant are 5 | Instruct N
repared by ridget Brown less than re... pecial Instructions one
Prepared for EMNegt Brown more.. Notes to Suppliers
Cart Name 2020-04-TMNegQwnb 01 State Exempt Nan State Funds Attachments for all suppliers

Accounting Date Internal Attachments Add Attachments
Accruals Add Attachments PO Clauses

E2 Mustang Quote.pdf Remope ¥ 100 NCT&C
Bill To 200 Funds
East Carolina University 300 ECU PO conditions
Accounts Payable
120 Reade St

view all clauses - (3)
Fin S0

ACCOUNTSPAYABLE@ecu.edu
Greenville, NC 27858-4353
United States

View/edit by line item...

7. Notice that document has been successfully attached.
8. Click on Remove drop down for listing of options.

Al Search (Alt+Q) Q 74101.00UsD W | IS §
/. MATERIALS MANAGEMENT

Orders b Search » Reguisitions b Summary - 2946357 - Draft Requisition

2 internal Note | % Order Info | & FOAPAL / Ship Codes W Submit Requisition

4) Goto Express Checkout 4) Return to shopping cart  4) Continue Shopping

&' All done! The required information has been completed and this request is ready to be submitted.

Once you have reviewed the details, you may continue by clicking the button at the top of the page.

Requisition | PR Approvals | PO Preview Comments | Attachments (1) | History

Summary General FOAPAL / Ship Codes Supplier Info Taxes/S&H (=)
Hide header Hide value descriptions
General o Internal Note & Order Info &
Priority Mormal Internal Info Order Info
Department Administration and Finance Business Purpase / The grant for this order will Backup Required v
(Administration and Finance) Mote to Approvers expire on 6/30/2020. Total Pricing Ref #
5 db Bridget B funds allotted in grant are 5 | Instruct N
repared by ridget Brown less than re... pecial Instructions one
Prepared for Bridget Brown mare... Notes to Suppliers
Cart Name 2020-04-14 brownb 01 State Exempt Nan State Funds Attachments for all suppliers
Accounting Date Internal Attachments Add Attachments
Accruals Add Attachments PO Clauses
& Mustang Quote.pdf Remove | w 100 NCT&C
& ’E— >Re.nn..,e Funds
East Carolina Universiy a1
Accounts Payable ’ Move to External Attachments | EC0 PO conditions
120 Reade St. 1 view all clauses - (3)
Fin. Srv. Bldg.

ACCOUNTSPAYABLE@ecu.edu
Greenville, NC 27858-4353
United States

View/edit by line item..

9. You can either Remove or Move to External Attachments with one click.

PORT_Attachmetns_ver_ 20.1 Page 3 of 5




ATTACHMENTS
Last Updated on: 4/15/2020

N {i\’ BridgetBrown v ¢ [™9% A% Wg519980UsD [t Q
E /'m.l

‘W Shop My Carts and Orders » Open My Active Shopping Cart =

% Internal Note | %% Order Info | % FOAPAL / Ship Codes | D Final Review 2

1) Go to Express Checkout 1) Return to shopping cart 1) Continue Shopping

& All done! The required information has been completed and this request is ready to be submitted.

Once you have reviewed the details, you may continue by clicking the button at the top of the page.

Requi™{on | PR Approvals | PO Preview | Comments  Attachments (1) | History

Summary General FOAPAL / Ship Codes Supplier Info Taxes/S&H a2 7
Hide header Hide value descriptions
Gemugal E Internal Note 2 Order Info ?
Priority MNormal Internal Info Order Info
Department Administration anNgnance Business Purpose / Mote to Backup Required x
(Administration and Approvers Backup Type None
Finance) State Exempt MNon State Funds no backup
Prepared by Bridget Brawn ternal Attachments Pricing Ref #
Prepared for Bridget Brown Add Attachments Special Instructions  Mone
Cart Name 2017-12-18 brownb 01 Notes to Suppliers
& Mustang Quote.pdf Remove PP
Share cart x Attachments for all suppliers
Accounting Date Add Attachments
A |
coruats PO Clauses
100 NCT&C
Bill To 200 Funds

East Carolina University
Accounts Payable

120 Reade St. view all clauses - (3)
Fin. Srv. Bldg.

ACCOUNTSPAYABLE@ecu.edu

Greenville, NC 27858-4353

United States

300 ECU PQ conditions

10. To add multiple documents at one time, repeat steps 1 - 2 by clicking on the Add Attachments then
Select files buttons.

11. Select multiple files to upload from the file manager window and click the Open button. Use the Firefox
browser for drop-and-drag features.
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ATTACHMENTS
Last Updated on: 4/15/2020

12.

13.

12. Notice status of files uploaded to PORT.
13. Click on the Save Changes button.

@ECU MATERTALS MANAGEMENT Al ~

Search (Alt+Q) Q 74191.00USD W Q| e 3
Orders » Search ¢ Reguisitions b Summary - 2946357 - Draft Requisition

m Internal Note Order Info FOAPAL / Ship Codes | "% Final Review 2

Submit Requisition

1) Go to Express Checkout 4) Returnto shopping cart «) Continue Shopping

& All done! The required information has been completed and this request is ready to be submitted.

Once you have reviewed the details, you may continue by clicking the button at the top of the page.

Requisition PR Approvals | PO Preview | Comments | Attachments (3] History

Summary General FOAPAL / Ship Codes Supplier Infa Taxes/S&H

(=10
Hide header Hide value descriptions
General 2 Internal Note ? Order Info ?
Priority Normal Internal Info Order Info
Department Administration and Finance Business Purpase / The.gram for this order will Backup Required v
{Administration and Finance) Noteto Approvers  expire on 6/20/2020. Total Pricing Ref #
funds allotted in grant are .
Prepared by Eridget Brown less than re Special Instructions None
Prepared for Bridget Brown more... Nates to Suppliers
Cart Name 2020-04-14 brownb 01 State Exempt Non State Funds Attachments for all suppliers
1 4, Accounting Date Internal Attachments Add Attachments
——
Add Attachments 50 Clauses
& Mustang Quote.pdf Remove |w 100 NCT&C
Bill To | edif# . vehicle_Options.pdf Remove | v 200 Funds
East Carolina University 3 & Warranty_Informat... Remove | ¥

Accounts Payable
120 Reade St. view all clauses - (3)
Fin. Srv. Bldg.

ACCOUNTSPAYABLE@ecu.edu

Greenville, NC 27858-4353

United States

300 ECU PO conditions

View/edit by line item...

14. Notice the attachments are added to the shopping cart.

15. This completes all attachment edits. See the Review Cart Items procedure to continue the review
process.
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FOAPAL EDIT AT HEADER
Last Updated on: 4/14/2020

Bridget Brown ¥

L B ELR FUR TRl scarch (Alt+Q) Q

& ECU mee——"

™ Shop - My Cartsand Orders » Open My Active Shapping Cart =

Requisition PR Approvals | PO Preview Comments Attachments (1) | History

Summary  General FOAPAL / Ship Codes supplier Info Taxes/S&H = 2
Hide header Hids value descriptions
General e Internal Note & Order Info ?
prorty Norma tnternai Info Order tnfo
Department Administration and Finance Business Purpose /  The grant for this order Backup Required ¥
(Administraticn and Mote to Approvers  will expire on 12/15/2017 Backup Type Electronic
Finance) State Exempt MNon State Funds electronic only
Prepared by Bridget Brown Internal Attachments Pricing Ref #
Prepared for Bridget Brown Add Attachments Special Instructions MNone
Cart Name 2017-11-08 brownb 01 Notes to Suppliers
& Mustang Quote.pdf Remove |
Share cart x

Attachments for all suppliers

Accounting Date Add Attachments

Accruals
PO Clauses

100 NC T&C
Bill To 200 Funds

East Carolina University 300 ECU PO conditions

Accounts Payable

120 Reade st. view all clauses - (3)

o aldg.
ACCOUNTSPAYAET TS el
Greenville, NC 27858-4353
United States

View/edit by line item...

FOAPAL / Ship Codes ?
Chart Fund Organization Account Program Activity Location
111170 230601 72110 0000
East Carclina University AA General AF Purchasing Office Supplies Default Program Code

Institutional Support

1. Navigate to the FOAPAL / Ship Codes section on the Summary tab of your draft requisition to make
document level changes for FOAPAL codes.
2. To make FOAPAL changes at the document level (every line item), click the edit button.

3. The steps for changing FOAPAL values are the same for each element of the FOAPAL string. In the first

example, we will enter the correct Account code for the items on the order. Type the correct value in
the Account field.

Note: You may need to expand your browser window to view all FOAPAL values.
4. Click the Save button to make your changes.

PORT _EditatHeader_ver 20.1 Page 1 of 6



FOAPAL EDIT AT HEADER
Last Updated on: 4/14/2020

5. Notice the Account value and description have been updated.
6. Inthe 2" example, we will select a FOAPAL value from our saved profile values. Clink the edit button.

7. Click the Select from profile values... link to display a list of previously saved values from your profile.

PORT _EditatHeader_ver 20.1 Page 2 of 6



FOAPAL EDIT AT HEADER
Last Updated on: 4/14/2020

|

8. Click the appropriate value from your profile.
9. Click the Save button to make your change.

11.

10.

10. Notice the Organization value and description have been updated.
11. The change that was just completed demonstrates how to search for a value on your profile. Now we
are going to search for all Organization values to find one that does not exist on your profile. Click on

the edit button.

PORT _EditatHeader_ver 20.1 Page 3 of 6



FOAPAL EDIT AT HEADER
Last Updated on: 4/14/2020

—>
12.
12. Click on the Select from all values link.
13. —_— P
14. /

13. This brings up the Custom Field Search window. Type in an Organization value that does not exist on
your profile.
14. Click Search button.

PORT _EditatHeader_ver 20.1 Page 4 of 6



FOAPAL EDIT AT HEADER
Last Updated on: 4/14/2020

15.

15. Click the select link.

16.

—>

\

16. The new value is displayed. Click the Save button.

PORT _EditatHeader_ver 20.1
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17.

FOAPAL EDIT AT HEADER
Last Updated on: 4/14/2020

17. The Organization value has changed. Note: These steps are the same for each element.

18. To split FOAPAL codes at the header level see the procedure HEADER SPLIT - % OF PRICE.

PORT _EditatHeader_ver 20.1
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FOAPAL SPLIT - % OF PRICE AT HEADER
Last Updated on: 4/15/2020

IO o Al ~ Search (Alt+) Q 74191.00USD W QP 'y |
Shop » My Carts and Orders » Open My Active Shopping Cart » Cart- 2946357 - Draft Reguisition
4, Continue Shopping
5 ltem(s) for a total of 74,191.00 uso

Proceed to Checkout

Prapared by Bridgst Brown to Approvers on 6/30/2020 s ?HDttEd in"" special Instructions | None vl
are less than requisition total. ~
836 characters remaining  expand | clear

53 Shopping Cart o sridget arown
& Save|

Priority

Prepared for Bridget Brown
Select a different user...

2020-04_Llbweerr

Notes to Suppliers  add note...

Cart Name State Exempt Non State Funds

Select from profile values..
Select from all values..

Supplier / Line ltem Details

Show line details For selected line items | Add to Favorites V| Go

Capital Ford Inc moreinfo..
Fulfillment Center 1
4900 Capital Blvd, Raleigh, NC 27658 US

Product Description Catalog No Size / Packaging Unit Price  Quantity Ext. Price [
1 2020 shelby Mustang GT500 Metallic Blue with White Racing Stripes[5]  more info.. GT500 EA 7399500 1EA 7399500 usD L]
2 Black Rugged Floor Mats 5 more info.. MATS EA 4300 4EA 1es00usp [
Supplier subtotal 74,191.00 USD
Subtotal 74,191.00
Shipping 0.00
Handling 0.00
Total 74,191.00 USD
1. Click on the Proceed to Checkout button.
@ECLJ MATERIALS MANAGEMENT All = Search (Alt+Q) Q 74,191.00USD W Lw A 2

Orders » Search » Requisitions » Summary - 2946357 - Draft Requisition

P Intemal Note | % Order Info | & FOAPAL / Ship Codes w Submit Requisition

4) Go to Express Checkout ) Return to shopping cart ) Continue Shopping

& All done! The required information has been completed and this request is ready to be submitted.

Once you have reviewed the details, you may continue by clicking the button at the top of the page.

Rggquisition PR Approvals PO Preview Comments | Attachments | History

Summ® General FOAPAL / Ship Codes Supplier Info Taxes/S&H a 9

Hide header Hide value descriptions
Seperal B Internal Note ) Order Info B
Priority Normal Internal Info Order Info
Department Administration amNGnance Business Purpose / The grant for this order will Backup Required v
(Administration and FinING Note to Approvers expire on 6/30/2020. Total Pricing Ref #

5 db Bridget Brow funds allotted in grant are 5 | Instruct N

repared by ridget Brown less than re... pecial Instructions one
Prepared for Bridget Brown maore... Notes to Suppliers
Cart Name 2020-04-14 brownb 01 State ot Non State Funds Attachments for all suppliers
Accounting Date Internal AttachMwgis Add Attachments
Aceruals Add Attachments PO Clauses

100 MNCT&C

Bill To 200 Funds

East Carolina University 300 ECU PO conditions
Accounts Payable

120 Reade St. view all clauses - (3)
Fin. Srv. Bldg.

ACCOUNTSPAYABLE@ecu.edu

Greenville, NC 27858-4353

United States

View/edit by line item...

FOAPAL / Ship Codes ?
Chart Fund Organization Account Program Activity Location
E 111170 230604 72602 0000
East Carolina University ~ AA General Institutional AF Fixed Assets CAP Auto Truck Bus Default Program Code
Support greater 5000

2. Click the edit button under the FOAPAL/Ship Codes section.

PORT_HeaderSplit%Price_ver_20.1 Page 1 of 3




FOAPAL SPLIT — % OF PRICE AT HEADER
Last Updated on: 4/15/2020

3. Click add split link for each FOAPAL string needed for the header split. In this example, we will have 4
splits.

4. Make the appropriate changes to each FOAPAL string for the % of Price Split.
5. Enter the % for each line FOAPAL split.

Note: Total % must equal 100%.
6. Click on show monetary calculations link to see dollar amounts for % splits.
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FOAPAL SPLIT — % OF PRICE AT HEADER
Last Updated on: 4/15/2020

7. Note the dollar amount values for the % of Price splits per FOAPAL string.
8. Click Save button to return to your Summary — Draft Cart.

B ECT htrmans o Al Search (Alt+Q) Q 7470100USD W QO | ' |
Orders » Search b Requisitions b Summary - 2946357 - Draft Requisition

Requisition PR Approvals PO Preview Comments Attachments History

Summary General FOAPAL / Ship Codes Supplier Info Taxes/S&H (S
Hide header Hide value descriptions
General 2 Internal Note ? Order Info ?
Priority Normal Internal Info Order Info
Department Administration and Finance Business Purpase / The grant for this order will Backup Required v
— {Administration and Finance) Note to Approvers expire on 6/30/2020. Total Pricing Ref #
AL o db Bridget Brow: funds allotted in grant are S | Instruct N
repared by ridget Brown less than re... pecial Instructions one
Prepared for Bridget Brown more.. Notes to Suppliers
* Cart Name 2020-04-14 brownb 01 State Exempt Non State Funds Attachments for all suppliers
Accounting Date Internal Attachments Add Atiachments
1? Aceruals Add Attachments PO Clauses

100 NCT&C

200 Funds

300 ECU PO conditions

120 Reade St. wview all clauses - (3)
Fin. Srv. Bldg.
ACCOUNTSPAYABLE@ecu.edu
Greenville, NC 27858-4353

United States

o % F

View/edit by line item...
OAPAL / Ship Codes

% of Price

25%

Chart Fund Organization Account Activity

E 11170 230604 72602
East Carolina University  AA General Institutional AF Fixed Assets CAP Auto Truck Bus

Support greater 5000

E 11170 230601 72602
East Carolina University  AA General Institutional AF Purchasing CAP Auto Truck Bus

Support greater 5000

15%

E 111170 230602 72602 40%
East Carolina University  AA General Institutionsl sl Receiving  CAP Auto Truck Bus
Support and Warehouse greater 5000
111170 230602 72602 0000 20%
East Carolina University AA General Institutional  AF Medical Stores CAP Auto Truck Bus f

Support ter 5000

Powerad by JAGGAER | Privacy Policy

9. This completes FOAPAL Split by % of Price at Header. See the Review Cart Items procedure to
continue the review process.
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EDIT SHIP TO —- CART HEADER
Last Updated on: 4/14/2020

@E{:{J MATERIALS MANAGEMENT

»

|

Requisition PR approvals | PO Preview  Comments

Summary General FOAPAL / Ship Codes
E Hide header
General
Priority Normal
Department Administration and Finance

{Administration and Finance)

Prepared by Bridget Brown
Prepared for Bridget Brown
Cart Name 2020-04-14 brownb 01

Accounting Date
Accruals

* ¥ B

Bill To

East Carolina University
Accounts Payable

120 Reade St.

Fin. Srv. Bldg.
ACCOUNTSPAYABLE@ecu.edu
Greenville, NC 27858-4353
United States

o % F

East Carolina University  AA General Institutional
Support

Ship To

Contact Mame Bridget Brown
Phone +1 (252) 328-1013
Email brown@ecu.edu

East Carolina University
Materials Mgmt

200 E First Street

Greenville, NC 27858-4353
United States

Orders b Search b Requisitions » Summary - 2946357 - Draft Requisition

Attachments History

Al - Search (Alt+Q) Q 74191.00USD W (v a2

Supplier Info Taxes/S&H & z

2

Internal Info

View/edit by line item..

Hide value descriptions

Internal Note = Order Info =

Order Info

Business Purpose / The grant for this order will Backup Required v
Note to Approvers expire on 6/30/2020. Total Pricing Ref #
funds allotted in grant are | .
less than re... Special Instructions None
more... Motes to Suppliers
State Exempt Non State Funds Attachments for all suppliers
Internal Attachments Add Attachments
Add Attachments PO Clauses
100 NC T&C
200 Funds
300 ECU PO conditions
view all clauses - (3)
FOAPAL / Ship Codes ?
Organization Account Program Activity Location
Q004 0000
AF Fixed Assets Default Program Code

Powered by JAGGAER | Privacy Policy

1. Click on the edit button to change the Ship To code at the Header level (for every line item).

2. The default ship code on your profile is identified with a star icon. For the 15t example, we will select
another address from our profile value by clicking on the Use button.

PORT_ReviewCartHeader_ver_20.1
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ZNECU premrreeyrerosras

Prepared by Bridget Brown
Prepared for

Cart Name

Bridget Brown

Accounting Date
Accruals

Bill To

East Carolina University
Accounts Payable

120 Reade St.

Fin. Srv. Bldg
ACCOUNTSPAYABLE@ecu.edu
Greenville, NC 27858-4353
United States

&
b_|
[ X
e
o
m
=
uk
ar
o]

Suppert

Ship To

Attention: Bridget Brown
Phone: +1 252-328-1013
Emazil: kornegaych@ecu.edu
East Carolina University
Biology Department

Sci & Tech

337

Greenville, NC 278584352
United States

2020-04-14 brownb 01

Chart Fund
E 111170
East Carolina University  AA General Institutional

EDIT SHIP TO - CART HEADER

Supplier Info

2

Summary | General FOAPAL / Ship Codes
Hide header
General
Priority Normal
Department Administration and Finance

(Administration and Finance)

Organization

230604
AF Fixed Assets

Last Updated on: 4/14/2020

Al - Search (Alt+Q)
Orders » Search » Requisitions » Summary - 2946357 - Draft Requisition

Requisition | PR Approvals | PO Preview Comments | Attachments | History

Taxes/S&H

Internal Note
Internal Info

Business Purpose /
Note to Approvers

The grant for this order will
expire on 6/30/2020. Total
funds allotted in grant are
less than re...

more.

State Exempt Non State Funds

internal Attachments

Add Attachments

View/edit by line item....

FOAPAL / Ship Codes

aggount Program
72602 0000
CAP Auto Default PP =

great:

7
Oreler Info

a 74191.00USD W

Order Info
Backup Required v

Pricing Ref #

Special Instructions None

Notes to Suppliers
Attachments for all suppliers
Add Attachments
PO Clauses
100 NCTaC
200 Funds
300 ECU PO conditions

Activity Location

Pow

= 2
Hide value descriptions’

7

view all clauses - (3)

vered by JAGGAER | Privacy Policy

3. Notice the shipping address has been updated. Note: The change that was just completed
demonstrates how to search for a ship code on your profile. Now we are going to search for all ship
codes to find one that does not exist on your profile.

4. Click on the edit button.

T

5. Scroll down to find the new address search field.
6. Enter the ship code value in the Nickname / Address text box for the 2" example.

7. Click the Search button.

PORT_ReviewCartHeader_ver_20.1
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LG rrmrmrrmeres

C N

[ 004

Bridget Brown

I

a1 013
brown@ecu.edu

m East Carolina University
Materials Mgmt

% 200 E First Street
Greenville, NC 27858-4353
United States

=

[

Your current default address

1l
ar
&

Mickname / Address Text 005
Results Per Page

Addresses Found: 2

=) 005
Bridget Brown
+1252-328-1013
kornegaych@ecu.edu
East Carolina University
VC-Business Affairs
Whichard Annex
217

United States

8. Scroll down the page

Greenville, NC 278584353

EDIT SHIP TO —- CART HEADER
Last Updated on: 4/14/2020

All ~ Search (Alt+Q) Q

Shop » My Carts and Orders ¥ Open My Active Shopping Cart

Or choose from your addresses...

058

Bridget Brown

+1252-328-1013
arnegaych@ecu.edu

East Carolina O "

Biolegy Department

Sci & Tech

337

Greenville, NC 278584353

United States

[[use | [[edit| [ petete |

Make this your default

Or select a hew address...

You can search by address nickname or use the address text field
to search for any part of the address (e.g. street, building name, city).

2| Page1ofil|x

o2

Bridget Brown
+1252-328-1013
kornegaych@ecu.edu
East Carolina University
ITCS

HB Bate

2005-2007

Greenville, NC 278584353
United States

to see the result(s) for the criteria entered.

9. Click Use button for the desired ship code.

10.

1.

12.

. =

—>

10. Change the contact information if appropriate.
11. If you want to add this address to your profile, check the Save this address for future use box.

12. Click the Use button.

PORT_ReviewCartHeader_ver_20.1
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Summary | General

Hide header

Priority
Department

Prepared by
prepared for
Cart Name
Accounting Date
Acerusls

14.

Bill To

meigarolina University
AccountTmmgble

120 Reade St.

Fin. Srv. Bldg.

United States

Chart

E
East Carolina University

13.

Ship To

Attention: Bridget Brown

Email: happy@ecu.edu
East Carclina University
VC-Business Affairs
Whichard Annex

217

United States

Phone: +1 252-328-1013

Greenville, NC 2785843532

EDIT SHIP TO - CART HEADER

BECU msrerincs manacemeser

Orders » Search » Requisitions b Summary - 2946357 - Draft Requisition

FOAPAL / Ship Codes

General

Normal

Administration and Finance
(Administration and Finance)
Bridget Brown

Bridget Brown

2020-04-14 brownb 01

ACCOUNTSPAYABLE@ecu.edu
Greenville, NC 27858-4353

Last Updated on: 4/14/2020

A~ Search (Alt+Q)

Requisition | pR Approvals | PO Preview | Comments Attachments | History

Supplierinfo  Taxes/S&H

? Internal Note ?

Internal Info
Business Purpose /
Note to Approvers

The grant for this order will
expire on 6/30/2020. Total
funds allotted in grant are
less than re..

more.

State Exempt Nen State Funds
Internal Attachments

Add Attachments

View/edit by line item...

Fund

111170
AA General Institutional
Support

FOAPAL / Ship C3%

Organization Account Program
230604 72602 0000
AF Fixed Assets CAP Auto Truck Bus Default Program Code

greater 5000

Order Info

Q 74,191.00USD W <@k A 2
a2 2

Hide value descriptions

Order Info ?

Backup Required v

Pricing Ref #
Special Instructions None
Notes to Suppliers

Attachments for all suppliers
Add Attachments
PO Clauses
100 NCT&C
200 Funds
300 ECU PO conditions

view all clauses - (3)

Activity Location

Powered by JAGGAER | Privacy Policy

13. The Ship To address has now been updated.

14. Click the edit button. Note: The final ship code edit will demonstrate steps for finding a ship code with
Dept Name criteria.

15.

16.

T

15. Enter Bldg name for Address Text search criteria. Note: You can use any part of the delivery

information (Dept Name, Bldg, Room, City, State, Zip Code) in the Address Text search criteria.
16. Click the Search button.

PORT_ReviewCartHeader_ver_20.1
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17.

a8

BECU. usremacs manacesmir

EDIT SHIP TO —- CART HEADER
Last Updated on: 4/14/2020

Shop » My Carts and Orders + Open Wy Active Shopping Cart

Or select a new address...

You can search by address nickname or use the address text field
to search for any part of the address (e.g. street, building name, city).

18.

19.

Mickname / Address Text Brody
- =
=
piTe
Addresses Fold: 145 | Paga of 15 [
020 [5=] oz6
- +1252-328-1013 +1252-328-1013
kornegaych@ecu.edu kornegaych@ecu.edu
'Ill'l- East Carolina University East Carolina University
ITCS Pediatrics
ﬂ} SO0 Ty 600 Moye Blvd
Brody e
Rm 5N-42 Rm 3N-44
ﬁ Greenville, NC 27834 Greenville, NC 27834
United States United States
Cu] 079 (o] 086

Bridget Brown
+1252-328-1013
kornegaych@ecu.edu

+1252-328-1013
kornegaych@ecu.edu

East Carolina University East Carolina University

Dean'’s Office Student Admississions
600 Moye Blvd 600 Moye Bivd

Brody Brody

Rm AD-52 2N-49

Greenville, NC 27834 Greenville, NC 27834
United States United States

17. Note the # of addresses that were found with the criteria “Brody”. You can change the Results per

page to have more results on each page.

Al v Search (AIt+Q) (=3

076

+1252-328-1013
kornegaych@ecu.edu
East Carolina University
ITCS

600 Moye Blvd

Brody
B 4F-92
Greenville, NC
United States

087

Bridget Brown
+1252-328-1013
kornegaych@ecu.edu
East Carolina University
ASCC

600 Moye Blvd

Brody

2N&4

Greenville, NC 27834
United States

18. You can scroll down the page to find additional search results.

19. Click on Use button for the desired ship code.

20.

21,

22,

I ————

20. Change your contact information if appropriate.

21. If you want to add this address to your profile, check the Save this address for future use box.

22. Click the Use button.

PORT_ReviewCartHeader_ver_20.1
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EDIT SHIP TO —- CART HEADER
Last Updated on: 4/14/2020

@ECLJ MATERIALS MANAGEMENT All ~ Search (Alt+Q) Q 74,191.00USD W LS A2

Orders » Search » Requisitions » Summary - 29456357 - Draft Requisition

Requisition PR Approvals| PO Preview Comments  Attachments History

|
Summary General FOAPAL / Ship Codes Supplier Info Taxes/S&H & 7
Hide header Hide value descriptions
General B Internal Note 5 Order Info B
Priority Normal Internal Info Order Info
Department Administration and Finance Business Purpose / The grant for this order will Backup Required v
(Administration and Finance) Mote to Approvers  expire on 6/30/2020. Total Pricing Ref #
db ” funds allotted in grant are |
Prepared by Bridget Brown less than re... Special Instructions None
Prepared for Bridget Brown more. Naotes to Suppliers
Cart Name 2020-04-14 brownb 01 State Exempt Mon State Funds Attachments for all suppliers
Accounting Date Internal Attachments Add Attachments |
Accruals Add Attachments PO Clauses
100 NCT&C |

Bill To 200 Funds

East Carolina University 300 ECU PO conditions
Accounts Payable

120 Reade St.

Fin. Srv. Bldg.
ACCOUNTSPAYABLE@ecu.edu
Greenville, NC 27858-4353
United States

view all clauses - (3)

View/edit by line item...

FOAPAL / Ship Codes B |
Chart Fund Organization Account Program Activity Location
E 1171170 230604 72602 0000
East Carolina University ~ AA General Institutional AF Fixed Assets CAP Auto Truck Bus Default Program Code
Support greater 5000

Ship To

Attention: Bridget Brown
Phone: +1 252-328-1013

Email: kornegaych@ecu.edu
East Carolina University
ASCC

600 Maye Blvd
Brody

2N64

Greenville, NC 27824
United States

Powered by JAGGAER | Privacy Policy

23. The Ship To address has now been updated.

24. This completes the procedures for reviewing and editing Ship To addresses for all line items. See the
Review Cart Items procedure to continue the review process.

PORT_ReviewCartHeader_ver_20.1 Page 6 of 6



FOAPAL EDIT BY LINE ITEM
Last Updated on: 4/15/2020

@ECLJ MATERIALS MANAGEMENT Al Search (Alt+Q) Q 74,101.00USD W DM LS

Orders » Search » Reguisitions » Summary - 2946357 - Draft Reguisition

& All done! The required information has been completed and this

q is ready to be submitted.

‘Once you have reviewed the details, you may continue by clicking the button at the top of the page.

Requisition " Pwwgprovals PO Preview Comments Attachments (3) History

F 3

P internal Note | % Order Info | & FOAPAL / Ship Codes W Submit Requisition

4, Go to Express Checkout 4 Return to shopping cart 4 Continue Shopping

Summary FOAPAL / Ship Codes Supplier Info Taxes/S&H & 2
Hide header Hide value descriptions
General ? Internal Note Order Info ?
Priority Marmal Internal Info Order Info
Department Administration and Finance Business Purpose /  The grant for this order Backup Required v
{Administration and Mote to Approvers  will expire on 6/30/2020. Pricing Ref #
Finance) Total funds allotted in al .
grant are less than re.. Special Instructions None
Prepared by Bridget Brown ore. Motes to Suppliers
Prepared for Bridget Brown State Exempt Non State Funds Attachments for all suppliers
Cart Name 2020-04-14 brownb 01 Internal Attachments A Attachmants
Accounting Date
Accruals Add Attachments PO Clauses
& Mustang Quote.pdf Remove W 100 NC T&C
. & viehicle_Options.pdf Remove W 200 Funds
Bill To & warranty_Informat... Remove | = 300 ECU PO conditions
East Carolina University
Accounts Payable view all clauses - (3)
120 Reade St.
Fin. Srv. Bldg.
ACCOUNTSPAYABLE@ecu.edu
Greenville, NC 27858-4353
United States
View/edit by line item...
FOAPAL / Ship Codes
Chart Fund Organization Account Program Activity Location
111170 220604 72602 0000
East Carolina University ~ AA General Institutional AF Fixed Assets CAP Auto Truck Bus Default Program Code
Support greater 5000
1. To make FOAPAL line item changes, click on the FOAPAL / Ship Codes tab.
@ECU MATERIALS MANAGEMENT All - Search (Alt+Q) Q 74,191.00USD W @k A 2

Orders » Search » Reguisitions » FOAPAL / Ship Codes - 2946357 - Draft Requisition

& Internal Note | % Order Info m & Final Review Submit Requisition

& You have completed the required information in this step. At this point, you can do the following:

Proceed to the next step: Final Review.

Requisition pR Approvals PO Preview Comments | Attachments (3) | Histary

Hide value descrip
FOAPAL / Ship Codes

These values apply to all lines unless specified by line item

Summary General FOAPAL / Ship Codes Supplier Info Taxes/S&H [=1]

1) Go to Express Checkout 4 Return to shopping cart  4) Continue Shopping

?
tions

T

Attention: Bridget Brown
Phone: +1252-328-1013
Email: kornegaych@ecu.edu
East Carolina University
ASCC

600 Moye Blvd

Brody

2N64

Greenville, NC 27834

United States

2. Notice the FOAPAL values and shipping address that are currently displayed for every line item.
3. Scroll down the page to make a FOAPAL change to a line item.

PORT_FOAPALEditatLine_ver 20.1 Page 1 of 3

Chart Fund Organization Account Program Activity Location
E 111170 230604 72602 0000
East Carclina University  AA General Institutional AF Fixed Assets CAP Auto Truck Bus Default Program Code
Support greater 5000 I
Ship To
Shipping address




FOAPAL EDIT BY LINE ITEM
Last Updated on: 4/15/2020

It Capital Ford Inc more info..
Fulfillment Center 1
% 4900 Capital Blvd, Raleigh, NC 27658 US
Product Description Catalog No Size / Packaging  Unit Price Quantity Ext. Price []
- 1 2020 Shelby Mustang GT500 Metallic Blue with White Racing Stripes 5| more GT500 EA 73,995.00 1EA 73995.00usD [
-_L! info..
FOAPAL Codes (same as header)
d} Ship To (same as header)
Q 2 Black Rugged Floor Mats ||  more info.. MATS EA 49.00 4EA 196.00usp []
FOAPAL Codes (same as header)
ship To (same as header)
Supplier subtotal 74,191.00
Shipping 0.00
Handling 0.00
Supplier total 74,191.00 USD
Subtotal 74,191.00
Shipping 0.00
Handling 0.00
Total 74,191.00 USD

4. Click the edit button to change the FOAPAL for the line item.

—>

5. For a quick change, input the value for the FOAPAL element needing change. For instructions on
selecting values from your profile or all values, see the FOAPAL Edit at Header procedure (steps 6-17).
6. Click the Save button.

PORT_FOAPALEditatLine_ver 20.1 Page 2 of 3



FOAPAL EDIT BY LINE ITEM
Last Updated on: 4/15/2020

7. Click the split type dropdown to select Amount of Price.
Note: Line items may be split by percentage or price.

8. This process can be completed for each line item. See the FOAPAL Split by Amount at Line Item
procedure for further options on editing FOAPAL values and amounts at the line item level.

PORT_FOAPALEditatLine_ver 20.1 Page 3 of 3



FOAPAL SPLIT BY AMOUNT AT LINE ITEM
Last Updated on: 4/15/2020

@ECLJ MATERIALS MANAGEMENT All= Search (Alt+Q) Q 74191.00USD W @k

Orders » Search » Reguisitions » Summary - 2946357 - Draft Reguisition

& All done! The required information has been completed and this

q is ready to be submitted.

‘Once you have reviewed the details, you may continue by clicking the button at the top of the page.

Requisition " Pwwgprovals PO Preview Comments Attachments (3) History

Summary FOAPAL / Ship Codes Supplier Info Taxes/S&H
Hide header
General ? Internal Note Order Info
Priority Marmal Internal Info Order Info
Department Administration and Finance Business Purpose /  The grant for this order Backup Required v
{Administration and Mote to Approvers  will expire on 6/30/2020. Pricing Ref #
Finance) Total funds allotted in al .
grant are less than re.. Special Instructions None
Prepared by Bridget Brown ore. Motes to Suppliers
Prepared for Bridget Brown State Exempt Mon State Funds Attachments for all suppliers
Cart Nanrﬂe 2020-04-14 brownb 01 Internal Attachments A Attachmants
Accounting Date
Accruals Add Attachments PO Clauses
& Mustang Quote.pdf Remove W 100 NC T&C
& viehicle_Options.pdf Remove | w 200 Funds
Bill To & Warranty_Informat... Remove | w 300 ECU PO conditions
East Carolina University

Accounts Payable

120 Reade St.

Fin. Srv. Bldg.
ACCOUNTSPAYABLE@ecu.edu
Greenville, NC 27858-4353
United States

View/edit by line item...

FOAPAL / Ship Codes

Chart Fund Organization Account Program Activity Location
E 111170 220604 72602 0000
East Carolina University ~ AA General Institutional AF Fixed Assets CAP Auto Truck Bus Default Program Code

Support greater 5000

-

. To make FOAPAL line item changes, click on the FOAPAL / Ship Codes tab.

Note: Splitting the FOAPAL codes for payment by exact dollar amount can only be done at the line item

level.

IO e Al Search (AIt+Q) aQ 74,191.00USD W [V

Orders b Search » Reguisitions » FOAPAL / Ship Codes - 2946357 - Draft Requisition

& You have completed the required information in this step. At this point, you can do the following:

Proceed to the next step: Final Review.

Requisition PR Approvals PO Preview Comments Attachments (3) | History

Summary General FOAPAL / Ship Codes Supplier Info Taxes/S&H

FOAPAL / Ship Codes

These values apply to all lines unless specified by line tem

Chart Fund Organization Account Program Activity Location
E 111170 230804 72802 0000
East Carolina University  AA General Institutional AF Fixed Assets CAP Auto Truck Bus Default Program Cade

Support greater 5000

IS §

P internal Note | % Order Info | & FOAPAL / Ship Codes W Submit Requisition

4, Go to Express Checkout 4 Return to shopping cart 4 Continue Shopping

[i=

Hide value descriptions

?

view all clauses - (3)

¥
Jo

@ Internal Note | ¥ Order Info m P Final Review Submit Requisition

4) Go to Express Checkout 4 Return to shopping cart 4) Continue Shopping

2 2

Hide value descriptions

?

Ship To

Shipping address Attention: Bridget Brown

Phone: +1 252-328-1013
Email: kornegaych@ecu.edu
East Carolina University
ASCC

600 Moye Blvd

Brody

2ZNo4

Greenville, NC 27834

United States

PORT_SplitByAmount_ver_20.1 Page 1 of 4




FOAPAL SPLIT BY AMOUNT AT LINE ITEM

Last Updated on: 4/15/2020

2. Notice the FOAPAL values and shipping address that are currently displayed for every line item.
3. Scroll down the page to make a FOAPAL change to a line item.

Capital Ford Inc more info...
Fulfillment Center 1
4900 Capital Blvd, Raleigh, NC 27658 US

= B

Product Description

w

info...

FOAPAL Codes (same as header)

Ship To (same as header)

ul
&
@

2 Black Rugged Floor Mats || moreinfo..

FOAPAL Codes (same as header)

Ship To (same as header)

1 2020 Shelby Mustang GT500 Metallic Blue with White Racing Stripes [

Catalog No Size / Packaging  Unit Price Quantity Ext. Price [
GT500 EA 73,995.00 1EA 73,995.00UsD [
MATS EA 40.00 4EA 196.00uUsp [
Supplier subtotal 74,191.00
Shipping 0.00
Handling 0.00
Supplier total 74,191.00 USD
Subtotal 74,191.00
Shipping 0.00
Handling 0.00
Total 74,191.00 USD

4. Click the edit button to change the FOAPAL for the line item.

5. To add one or more FOAPAL splits to a line item, click the add split link.

PORT_SplitByAmount_ver_20.1
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FOAPAL SPLIT BY AMOUNT AT LINE ITEM
Last Updated on: 4/15/2020

6. Click the split type dropdown to select Amount of Price.
Note: Line items may be split by percentage or price.

7. Make the change to your FOAPAL value and input the corresponding dollar value.

PORT_SplitByAmount_ver_20.1 Page 3 of 4



FOAPAL SPLIT BY AMOUNT AT LINE ITEM
Last Updated on: 4/15/2020

— N

8. Use the recalculate / validate tool link to ensure your line subtotal matches the split total. Click Save.

9. Notice the information bulletin indicating values have been overridden for this line is displayed as a
result of the FOAPAL being changed from the FOAPAL Code on the header.
Note: Repeat this process for any/every line item requiring multiple FOAPAL codes.

PORT_SplitByAmount_ver_20.1 Page 4 of 4



SHIP TO EDIT BY LINE ITEM
Last Updated on: 4/15/2020

@FXIU 'MATERIALS MANAGEMENT All~ Search (Alt+Q) Q

Orders » Search » Requisitions » Summary - 2946357 - Draft Requisition

@ Internal Note | & Order Info | % FOAPAL / Ship Codes | @ Final Review 4

4) Go to Express Checkout

74191.00UsD W Q| e |

Submit Requisition

4) Return to shopping cart

4 Continue Shopping

&/ All done! The required i ion has been I 1 and this request is ready to be submitted.

Once you have reviewed the details, you may continue by clicking the button at the top of the page.

Requisition | PR Approvals | PO Preview Comments Attachments (3)  History

Summary = Generg FOAPAL / Ship Codes Supplier Info Taxes/S&H
Hidg L
General ? Internal Note ? Order Info
Priority Narmal Internal Info Order Info
Department Administration and Finance Business Purpose / The grant for this order will Backup Required v
(Administration and Finance} MNote to Approvers expire on 6/30/2020. Total funds Pricing Ref #
. allotted in grant are less than re.., . .
Prepared by Bridget Brown more Special Instructions None
Prepared for Bridget Brown State Exempt Mon State Funds Motes to Suppliers
Cart Name 2020-04-14 brownb 01 Internal Attachments Attachments for all suppliers
Accounting Date =
¢ Add Attachments Date Add Aftachments Date

Accruals

& Mustang Quotepdf  4/15/2020  Remove W PO Clauses

.!‘Veh\c\eioptions pdf  4/15/2020 Remove W 100 NCT&C
Bill To & Warranty_informat..  4/15/2020  Remove W 200 Funds
East Carolina University 300 ECU PO conditions
Accounts Payable
120 Reade St. view all
Fin. Srv. Bldg.
ACCOUNTSPAYABLE@ecu.edu
Greenville, NC 27858-4353
United States

View/edit by line item...
FOAPAL / Ship Codes
1. Click on the FOAPAL / Ship Codes to view details on the current shipping address.

2] 7/l I O—— Al Search (Alt+Q) Q 74791.00UsD W O

Orders » Search b Requisitions » FOAPAL / Ship Codes - 2946357 - Draft Requisition

@ Internal Note | % Order Info m % Final Review

1) Go to Express Checkout

Submi

4) Return to shopping cart ¢

& You have completed the required information in this step. At this point, you can do the following:

Proceed to the next step: Final Review.

Requisition | PR Approvals PO Preview Comments Attachments (3)  History

Summary General ~ FOAPAL / Ship Codes  Supplier Info Taxes/S&H

(=)
Hide value descriptions

?

clauses - (3)

o L2

it Requisition

Continue Shopping

TORPAL/ Ship Codes

These values apply to all lines unless specified by line item

Chart Fund Organization Account Program Activity
11170 230604 72602 0000
East Carolina University AA General Institutional AF Fixed Assets CAP Auto Truck Bus Default Program Code
Support greater 5000

Copy to sther lines
[Z FOAPAL Codes Values vary by line.

Ship To

Shipping address ’ Attention: Bridget Brown
Phone: +1252-328-1013

Email: kornegaych@ecu.edu
East Carolina University

ASCC

600 Moye Blvd
Brody

2Ng4

Greenville, NC 27834
United States

2. The Ship To address displayed at the header will

Location

3. Scroll down to the line items to change the ship to address for each appropriate line.

PORT_ShipTo_at_Line_ver_20.1
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SHIP TO EDIT BY LINE ITEM
Last Updated on: 4/15/2020

4. Click the edit button corresponding with the Ship To value requiring a change.

5. You can make simple edits to the current shipping address. For instructions on searching for ship to
addresses, see the Edit Ship To — Cart Header procedure (steps 5 — 12).

6. The default Ship To code on your profile is indicated by a star icon.

7. Click the Use button for the desired ship code on your profile.

PORT_ShipTo_at_Line_ver_20.1 Page 2 of 5



SHIP TO EDIT BY LINE ITEM
Last Updated on: 4/15/2020

& EECU suxrasmcs Al v Search (Alt+Q) a 74191.00USD W LA IS §

Orders » Search b Requisitions » FOAPAL / Ship Codes - 2946357 - Draft Requisition

! Capital Ford In¢ morcinfo..

Fulfillment Center 1

E 4900 Capital Blvd, Raleigh, NC 27658 US
Product Description Catalog No Size / Packaging Unit Price  Quantity Ext. Price [ ]
1 2020 Shelby Mustang GT500 Metallic Blue with White Racing Stripes 5| moreinfo..  GT500 EA 73,995.00 1EA 73995.00usp [l
b
FOAPAL Codes
G values have been overridden for this line
Chart Fund Organization Account Pragram Activity Location Amount of
Price
E 111170 230601 72602 0000 40,000.00 USD
East Carolina AA General AF Purchasing CAP Auto Truck Default Program
8 University Institutional Support Bus greater 5000 Code
111170 230604 72602 0000 33,995.00 USD
East C AA General AF Fixed Assets CAP Auto Truck Default Program
Unive Institutional Support Bus greater 5000 Code

Ship To
@ values have been overridden for this ling
Shipping address Attention: Bricget Brown
Phone: +1252-328-1013
Email: kornegaych@ecu.edu
East Carolina University
Biology Department
Sci & Tech
337
Greenville, NC 278584353
United States

Copy te other lines

2 Black Rugged Floor Mats 5| more info.. MATS EA 49.00 4EA 196.00UsD [

FOAPAL Codes (same as header)

Ship To (same as header) edit <>

10.

Supplier subtotal 74,191.00

8. The Shop To address has been updated for line item 1 indicated by the message: values have been
overridden for this line.

9. Other line items retain the Ship To record from the header.

10. Scroll back to the top of the document to find the PO Preview tab.

(S [ e Al ~ Search (Alt+Q) a 74,191.00 USD W <@ m P §

Orders » Search » Reguisitions » FOAPAL / Ship Codes - 2346357 - Draft Requisition

SETRENEITSIE Order nfo |FPTFORPAL/SHIDCodes’] A Final Review 4 SIS (TR

1) Go to Express Checkout ) Returnto shopping cart 4) Continue Shopping

& You have completed the required information in this step. At this point, you can do the following:

Proceed to the next step: Final Review.

Requisition | PR Appro PO Preview  Comments | Attachments (3) | History
Summa: o heral FOAPAL / Ship Codes Supplier Info Taxes/S&H & 2
Hide value descriptions
FOAPAL / Ship Codes Z
1 1 These values apply to all lines unless specified by line item
Chart Fund Organization Account Program Activity Location
3 111170 230604 72502 0000
East Carolina University AA General Institutional AF Fixed Ass CAP Auto Truck Bus Default Program Code
Suppart greater 5000
Copy to other lines
&) FOAPAL Codes Values vary by line.
Ship Tol&! values vary by line.
Shipping address Attention: Bridget Brown
Phone: +1252-228-1013

Email: kornegaych@ecu.edu
East Carolina University
ASCC
500 Moye Elvd
Brody
2N64
Greenville, NC 27834
United States

Copy to other lines

&) ship To values vary by line.

11. Click on the PO Preview tab.

PORT_ShipTo_at_Line_ver_20.1 Page 3 of 5



SHIP TO EDIT BY LINE ITEM
Last Updated on: 4/15/2020

G e All~ Search (Alt+Q) Q 74191.00UsD W Q| e

Orders » Search » Reguisitions » PO Preview - 2346357 - Draft Requisition

& All done! The required information has been completed and this request is ready to be submitted.

Once you have reviewed the details, you may continue by clicking the button at the top of the page.

A Requisition | PR Approvals PO Preview Comments | Attachments (3} History
=/
- A
Preview PO 1 ?
* Capital Ford Inc moreinfo.. PO Number To Be Assigned
Fulfillment Center 1
7\& 4900 Capital Blvd, Raleigh, NC 27658 US
=)
Product Description Catalog No Size / Packaging Unit Price Quantity Ext. Price
N 1 2020 Shelby Mustang GT500 Metallic Blue with White Racing Stripes GT500 EA 73,995.00 1EA 73,995.00 USD
PO subtotal 73,995.00
ﬁ} Shipping 0.00
Handling 0.00
<3 PO total 73,995.00 USD
Reason¥y for multiple POs for this supplier:
ShippiNg address differs
Preview PO ?
Capital Ford Inc more info.. PO Number To Be Assigned
Fulfillment Center 1
13 4900 Capital Blvd, Raleigh, NC 27658 US
* Product Description Catalog No Size / Packaging Unit Price  Quantity Ext. Price
2 Black Rugged Floor Mats || MATS EA 49.00 4EA 196.00 USD
PO subtotal 196.00
Shipping 0.00
Handling 0.00
PO total 196.00 USD
Reason(s) for multiple POs for this supplier:
Shipping address differs 4’

12. Notice that the PO Preview indicates the requisition will create two different purchase orders.
Note: The splitting of POs is a result of having different ship codes for each line item. If the same ship
code was on every line item, only one purchase order would be generated.

13. Notice the message: Reason(s) for multiple POs for this supplier.

14. Scroll back to the top of the document.
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SHIP TO EDIT BY LINE ITEM
Last Updated on: 4/15/2020

IO rrrrrrres an Search (AIt+Q) Q  74701.00usD W @ B o R

Orders » Search » Reguisitions » Summary - 2946357 - Draft Requisition

v Internal Note | % Order Info

FOAPAL / Ship Codes Submit Requisition

1) Go to Express Checkout 4 Return ;anping cart 4, Continue Shopping

information has been completed and this request is ready to be sub

'« All done! The requj

ave reviewed the details, you may continue by clicking the button at t p of the page.

Requisition | oR #frovals PO Preview Comments | Attachments (3) | History

15.

16.

General FOAPAL / Ship Codes Supplier Info Taxes/S&H a 7
Hide value descriptions.
General Yy Internal Note B Order Info B
Pricrity Normal Interng Order Info
Department Administration and Finance #iness Purpose / The.gram for this order will Backup Required v
(Administration and Finance) Note to Approvers expire on 6/30/2020. Total Pricing Ref #
. funds allotted in grant are . .
Prepared by Bridget Brown less than re. Special Instructions MNone
Prepared for Bridget Brown mare.. Notes to Suppliers
Cart Name 2020-04-14f0wnb 01 State Exempt Non State Funds Attachments for all suppliers
Accounting Date Internal Attachments Add Attachmenits
Aceruals Add Atiachments PO Clauses
& Mustang Quote.pdf Remove |w 100 NCT&C
& vehicle_Options.pdf Remove | w 200 Funds
ast Carolina University & Warranty_Informat... Remove |¥ 300 ECU PO conditions
Accounts Payable
120 Reade St. view all clauses - (3)
Fin. Srv. Bldg.
ACCOUNTSPAYABLE@ecu.edu
Greenville, NC 27858-4353
United States
View/edit by line item...
FOAPAL / Ship Codes ?
Chart Fund QOrganization Account Program Activity Location
11170 230604 72602 0000
East Carolina University ~ AA General Institutional AF Fixed Assets CAP Auto Truck Bus Default Program Code
Support greater 5000

= FOAPAL Codes Values vary by line.

15. Click the Final Review step in the draft requisition review work flow to return to the Requisition
Summary.

16. Click Submit Requisition button to complete the cart and create the requisition.

17. This completes the procedure.
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PRINT REQUISITION DETAIL
Last Updated on: 4/15/2020

@ECU MATERIALS MANAGEMENT

Orders » Search » Requisitions » Summary - 2946357 - Draft Requisition

Internal Note | % Order Info | % FOAPAL / Ship Codes W

Al Search (Alt+Q) Q 74191.00USD W QB 'S

Submit Requisition
1) Goto Ex 4) Return to shopping cart «) Continue Shopping

'ed and this request is ready to be submitted.

& All done! The required information has be;

iewed the details, you may continue by clicking the button at the top of the page.

Requisition BR Approvals PO Preview Comments | Attachments (3) | History

Summary General FOAPAL / Ship Codes Supplier Info Taxes/S8H = 2
Hide header Hide value descriptions
General B Internal Note v Order Info g
Pricrity Normal Internal Info Order Info
Department Administration and Finance Business Purpose / The grant for this order will Backup Required v
(Administration and Finance) Note to Approvers  expire on 6/30/2020. Total Pricing Ref #

funds allotted in grant are
less than re...
more...

Prepared by Bridget Brown Special Instructions Mone

Prepared for
Cart Name

Bridget Brown
2020-04-14 brownb 01

MNotes to Suppliers

State Exempt Non State Funds Attachments for all suppliers

Accounting Date Internal Attachments Add Attachments

Accruzls Add Attachments PO Clauses
& Mustang Quote.pdf Remove |w 100 NCT&C
Bill To & Vehicle_Options.pdf Remove ¥ 200 Funds
East Carolina University & Warranty_Informat... Remove | ¥ 300 ECU PO conditions

Accounts Payable

120 Reade St.

Fin. Srv. Bldg.
ACCOUNTSPAYABLE@ecu.edu
Greenville, NC 27858-4353
United States

view all clauses - (3)

View/edit by line item...

1.

Click Submit Requisition button to complete the cart and create the requisition.

\

2. Notice some available options now that you have completed the requisition.
3. To print a copy of the requisition, click on the Quick View link.

PORT _PrintReqDetail _ver 20.1
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PRINT REQUISITION DETAIL
Last Updated on: 4/15/2020

4. Click on the Print button from the Quick View overlay window.

 »

5. After selecting the appropriate printer, click the Print button.
6. Click Close button for the Quick View overlay window.
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PRINT REQUISITION DETAIL
Last Updated on: 4/15/2020

7. To see additional information on the document, click on the requisition #.

@E(:LJ MATERIALS MANAGEMENT All ~ Search (Alt+Q) Q 0o00USD W Qp ' 3

Orders » Search » Reguisitions » Summary - Requisition 2946357

Available Actions: | Assign to myself | Go
Requ SR Approvals | PO Preview | Comments | Attachments (3) | Histary
Summary General FOAPAL / Ship Codes Supplier Info Taxes/S&H a 7
Hide header Hide value descriptions.
General i Internal Note B Order Info ?
Priority Normal Internal Info Order Info
Department Administration and Finance Business Purpose / Note The.grant for this order will Backup Required v
(Administration and Finance) to Approvers expire on 6/30/2020. Total funds Pricing Ref #
. allotted in grant are less than . .
Prepared by Bridget Brown e Special Instructions Nane
Cart Name 2020-04-14 brownb 01 more... Notes to Suppliers
Accounting Date State Exempt Non State Funds Attachments for all suppliers
Accruals
Internal Attachments PO Clauses
& Mustang Quote.pdf 100 NCT&C
Bill To ) & vehicle_Options.pdf 200 Funds
East Carolina University i.Warranty_lnformat... 200 ECU PO conditions
Accounts Payable
120 Reade St. view all clauses - (3)
Fin. Srv. Bldg.
ACCOUNTSPAYABLE@ecu.edu
Greenville, NC 27858-4353
United States
Viewfedit by line item...
FOAPAL / Ship Codes 2
Chart Fund Organization Account Pragram Activity Location
E 111170 230604 72602 0000
East Carolina University AA General Institutional AF Fixed Assets CAP Auto Truck Bus greater Default Program Code

Support 5000

8. To view a detailed version of the requisition, click on the FOAPAL / Ship Codes tab.
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PRINT REQUISITION DETAIL
Last Updated on: 4/15/2020

@ECU MATERIALS MANAGEMENT All = Search (Alt+Q) Q 0.00 USD ! < ‘; A 1

Orders » Search » Reguisitions » FOAPAL / Ship Codes - Requisition 2346357

Available Actions: | Assign to myself | Go
Requisition PR Approvals PO Preview Comments  Attachments (3)  History
Summary General FOAPAL / Ship Codes = Supplier Info Taxes/SBH 2 2

Hide value descriptions.

FOAPA = ETTTE 2
hese values apply to all lines unless specified by line item
a=1=" Fund Qrganization Account Program Activity Location
9 E 111170 230604 72602 0000
" East Carolina University AA General Institutional AF Fixed Assets CAP Auto Truck Bus greater Default Program Code
Support 5000

G FOAPAL Codes Values vary by line.

Ship To® Values vary by line.

Shipping addrass Attention: Bridget Brown

Phone: +1 252-328-1013

Email: kernegaych@ecu.edu
East Carolina University
ASCC
600 Maye Blvd
Brody
2M64
Greenville, NC 27834
United States

(= Ship To Values vary by line.

9. Click the printer icon.

10.

10. This brings up a printer friendly view of the requisition. Click on the Print button.
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PRINT REQUISITION DETAIL
Last Updated on: 4/15/2020

12.

11.

11. After selecting the appropriate printer, click the Print button.
12. Click on the Close button to close the printer friendly view.

@E{:U MATERIALS MANAGEMENT All - Search (Alt+Q) Q 0.00USD W QM e §
o b Search b Requisitions » FOAPAL / Ship Codes - Requisition 2946357
Available Actions: | Assign to myself ~| Go
Requisition PR Approvals PO Preview Comments Attachments (3)  History

Summary General FOAPAL / Ship Codes Supplier Info Taxes/S&H =2 2

Hide value descriptions

L FOAPAL / Ship Codes &
These values apply to all lines unless specified by line item
e Chart Fund Organization Account Program Activity Location
13. E 111170 230604 72602 0000
a East Carolina University AA General Institutional AF Fixed Assets CAP Auto Truck Bus greater  Default Program Code
Support 5000

& FOAPAL Codes Values vary by line.

=

Ship To'% Values vary by line.

Shipping address Attention: Bridget Brown
Phone: +1 252-328-1013
Email: kernegaych@ecu.edu
East Carolina University
ASCC
600 Maye Blvd
Brody
2MN64
Greenville, NC 27834
United States

= F

& Ship To Values vary by line.

13. This completes the steps for this procedure. Click the ECU icon to go to home page.
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MOVE TO NEW CART
Last Updated on: 4/8/2020

WECU sxrmnis sswaonmr Al Search (Al+Q) a 366844USD W O & o §

Shop b My Carts and Orders b Open My Active Shopping Cart » Cart- 2838324 - Drak Requistian

* Continue Shopping

&' Almost ready to go! The list below needs to be addressed before the cart can be submitted.

+ Required field: State Exempt
+ Requisition can only contain one supplier. Remove or Move the items to anather draft cart.

46 item(s) for atotal of 3,668.44 Lo

Proceed to Chackout

VH Shopping Cart s

a [Save|
Driority Business Purpose / Note to Approvers 334 note. Backup Required [m]
S— EE— e Bampr Specis strctons
Prepared for Bridget Brown 3=lect from profile values - Notes to Suppliers add note...
Select 3 differem user Ea?ﬂ o ot =
Cant Nams 2020-04-03 brownb 01 e
Supplier / Line Item Details 2
Show lin d For selectad line items [A4d to Favorites -] &a
Dell Marketing LP mors ino...
PO Purchass Order 1
Ons Dell Way, Bldg RRE Round Rock, TX 726820284 US
Free Shipping over 50.00
Product Description Catalog No Size / Packaging Unit Price  Quantity Ext. Pri
1 OptiPlex 50405 mare info. s4323 EA 69589 AEA %8 Us! =

Select price or contrac,

2 Wireless Keyboard/Mouse kit 5]  mors info. 1012 EA w5 dca ziz3pouso [
Select price or comrace.

: 4yr Complete Service [ moreinfo_ 111247 =3 11900 42A stepousD  E

Seleet price or comract.

Supplier subtotal 347256 USD
ECU Medical Storeroomsg mor= info
Medical Suppiies
500 Moy= Bivd, Brody Som Gw-56, Greenville, NC 27834 US
Product Description Catalog No Size / Packaging Unit Price  Quantity Ext.Price [
4 NITRILE POWDER FREE LG, W DELTA ACG-120 NITREX  more info. 120-23440 1/BX 614 |2p 122zousp O
5 eee®70 | DREPS L ARGE 200/BOX KENDALL 5110 more info 040-21020 /8 522 |7 BX ELERATEL
6 ALCOHOL PREPS LARGE 200/BOX KENDALL 5110 mere info 040-21020 /8 52 7 BX ELEXNTC. |
Supplier subtotal 195.88 USD
Subtotal 2.668.44
Shipping 0.00
Handling 0.00
Total 3.668.44 USD

Save|
Proceed to Checkout

1. PORT restricts requisitions to one supplier only. To move items for one supplier to a separate cart click
the check box beside the Ext Price column to select all the items for the 15t supplier.

@ECU MATERIALS MANAGEMENT Al ~ Search (Alt+Q) Q 3,668.44USD W (VA 'S §

Shop » My Carts and Orders » Open My Active Shopping Cart b Cart- 2939324 - Draft Requisition

4 Continue Shopping

@ Almost ready to go! The list below needs to be addressed before the cart can be submitted.

- Required field: State Exempt
- Requisition can only contain one supplier. Remove or Move the items to another draft cart.

46 Item(s) for a total of 3,668.44

Proceed to Checkout

H Shopping

gigoet Brown

&

v ¥ B

Priority Business Purpose / NoT® Backup Required O
Prepared by Eridget Brown Approvers Special Instructions ‘Nome Vl
Prepared for Bridget Brown State Bxempt Notes to Suppliers add note..
Select a different user... Select from profile values...
Select from all values...
Cart Name 2020-04-03 brownb 01
@ Required field

Supplier / Line Item Details

Show line details For selected line items [T Rie) Z=IVely1 =1
. Remove Selectad [tems
Dell Marketing LP more info...

Remave All Items
PO Purchase Order 1 ove to Another Cart
One Dell Way, Bldg RR8, Round Rock, TX 78682-0384 US Change Supplier
Free Shipping over 50.00 u=o Add to Draft Cart ar Pending PR/PO

Line Item History

o B F

Product Description Catalog No Size / Packaging Change Commodity Code
OptiPlex 5040 54328 EA 69580 4EA 2,783.56 USD
Select price or contract..
Wireless Keyboard/Mouse kit [Z]  more info... 11012 EA 53.25 4EA 213.00 USD
Select price or contract..
3 4yr Complete Service 5| more info.. 111247 EA 119.00 4EA 476.00 USD

Select price or contract..

Supplier subtotal 3,472.56 USD

2. Select Move to Another Cart For selected line items drop down box.
3. Click on the Go button.

PORT_MoveToNewCart_ver_20.1 Page 1 of 5



MOVE TO NEW CART
Last Updated on: 4/8/2020

4. A new window pops up to display the Move Lines Form.
5. Select the radio button for the desired shopping cart.
6. Click on the Move button to move the items to a new shopping cart.

7. Click on the Close button.
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MOVE TO NEW CART
Last Updated on: 4/8/2020

ENECU pmmmsammerms Al ~ Search (Alt+Q) Q 19588 USD W [V 4L 2
Shop » My Carts and Orders b Open My Active Shopping Cart » Cart - 2939324 - Draft Requisition
1) Continue Shopping

34 Item(s) for a total of 195.88 uso

Proceed to Checkout

k:a Shopping Cart  rforsnagst rown

Save|

=) Cart was saved successfully

Priority Business Purpose / Note to  add note.. #=tT0D Required O
Prepared by Bridget Brown Approvers Special Instructions ‘None V|
Prepared for Bridget Brown State Exempt Notes to Suppliers add note...

Select from profile values..
Select from all values...

Select a different user...

2020-04-03 brownk 01

Cart Name

Supplier / Line Item Details

Show line details, For selected line items | Add to Favorites V‘ Go
U Medical Storeroom&d more info..
Medical Supplies
600 Moye Blvd, Brody Som Gw-56, Greenville, NC 27834 US
Product Description Catalog No Size / Packaging Unit Price Quantity Ext. Price [ ]
1 NITRILE POWDER FREE LARGE BOX DELTA ACG-120 NITREX  moare info... 120-23440 1/BX 6.14 20 Bx 12280 USD [}
2 ALCOHOL PREPS LARGE 200/BOX KENDALL 5110 maore info... 040-21020 1/BX 522 |7 BX 36.34UsSD [}
3 ALCOHOL PREPS LARGE 200/BOX KENDALL 5110 more info... 040-21020 1/BX 522 |7 Bx 3654 USD O
Supplier subtotal 195.88 USD
Subtotal 195.88
Shipping 0.00
Handling 0.00
Total 195.88 USD

Save|
Proceed to Checkout

8. Click on the Proceed to Checkout button to continue the review process.

@E(:LJ MATERIALS MANAGEMENT All ~ Search (Alt+Q) a 19588 USD W @, S §

Orders » Search b Requisitions b Summary - 2939324 - Draft Requisition

Internal Note ‘Order Info | & FOAPAL / Ship Codes W Submit Requisition
1) Goto Express Checkmwng cart 4) Continue Shopping

& All done! The required information has been completed and this request is read e submitted.

Once you have reviewed the details, you may continue by cli e button at the top of the page.

(=1

Hide value descriptions

#Plier Info

General FOAPAL / Ship Codes Taxes/S&H

Summary

Hide header

& Internal Note & Order Info <
Briority Normal Internal Info Order Info
eefortment Administration and Finance Business Purpose / Backup Required x
(Administration and Finance) Note to Approvers Pricing Ref #
Prepared by Bridget Brown State Exempt Health Care Special Instructions None
Prepared for Bridget Brown Internal Attachments Notes to Suppliers
Cart Mame 2020-04-03 brownb 01 Add Attachments Attachments for all suppliers
Accounting Date Add Attachments
Accruals
PO Clauses
100 NCT&C
Bill To 200 Funds
East Carclina University 300 ECU PO conditions
Accounts Payable
120 Reade St. view all dauses - (3)
Fin. Srv. Bldg.
ACCOUNTSPAYABLE®@ecu.edu
Greenville, NC 27858-4353
United States
View/edit by line item...
FOAPAL / Ship Codes ?
Chart Fund Organization Account Program Activity Location
111170 230603 72110 0000
East Carolina University AA General Institutional AF Medical Stores Office Supplies Default Program Code

Support

9. See the Edit Cart Header, Edit Cart Items, Review Cart Header, and Review Cart Items procedures
to continue the review process. Since all the FOAP and ship code info is correct, the cart will be
completed by clicking on Submit Requisition button.
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MOVE TO NEW CART
Last Updated on: 4/8/2020

10.

10. Click on Open My Active Shopping Cart link and select View Carts.

11. Click on the draft shopping cart for the items that were moved in steps 2 - 7.
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MOVE TO NEW CART
Last Updated on: 4/8/2020

@ECLJ MATERIALS MANAGEMENT Al ~ Search (Alt+Q) Q 347256 USD W Q& A2

Shop ¥ My Carts and Orders b Open My Active Shopping Cart b Cart - 2943781 - Draft Requisition

4, Continue Shopping

@ Almost ready to go! The list below needs to be addressed before the cart can be submitted.
+ Required field: State Exempt

12 Item(s) for a total of 3,472.56 uso

r:g Shopping Cart  worerget srown

(=] Save|
Priority Business Purpose / Note to  add note.. Backup Reguired O
Prepared by Bridget Brown Approvers Special Instructions |None v
Prepared for Bridget Brown State Exempt Notes to Suppliers  add note...

Select a different user... Select from profile values...

Select from all values...

Cart Name -04-

2020-04-08 brownb 01 © Required field
Supplier / Line Item Details ?
Show line details For selected line items | Add to Favorites V‘ Go

Dell Marketing LP morz info...

PO Purchase Order 1

One Dell Way, Bldg RR8, Round Rock, TX 78682-0384 US

Free Shipping over 50.00 =0

Product DeZtripsiag Catalog No Size / Packaging Unit Price  Quantity Ext. Price [

1 OptiPlex 5040 (5]  more infa... 54389 EA 695.89 4EA 2,783.56 USD O
Select price or contract..

2 Wireless Keyboard/Mouse kit [5]  more info... 1oz EA 53.25 4EA 21300usp
Select price or contract.

3 4yr Complete Service 5| more infa.. 111247 EA 119.00 4EA arsoousp

Select price or contract...

Supplier subtotal 3,472.56 USD
Subtotal 3,472.56
Shipping 0.00
Handling 0.00

Total 3,472.56 UsD

Proceed to Checkout

12. This completes the steps for this procedure. See the Edit Cart Header, Edit Cart Items, Review Cart
Header, and Review Cart Items procedures to continue the review process.
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RECEIVING
Last Updated on: 4/08/2020

2./

1. Hover on the Accounts Payable icon on the navigation pane then Receipts.

2. Click on the View Draft Receipts link.
Note: Receipts are not required for Medical Storeroom, Student Stores, or ProCard orders. For
return receipts, see the Return Process procedure.

3. Click on Create Qty Receipt button.

4. The Search Purchase Orders feature is launched. Enter the PO # in the search field, select from the
list, or change the search parameters to find your purchase order needing a receipt.
5. For this example, the PO number is entered in the search field. Click the Search icon.
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RECEIVING
Last Updated on: 4/08/2020

6. Click the Action icon : to launch the Action Options. Click Create Quantity Receipt.
Note: If PO review is needed, click on the PO number to launch the document prior to creating a

receipt.

IO e Al - Search (Alt+0) a 000USD W QK 4 2

Accounts Payable b Receipts b Search For Receipts » Summary - Receipt 389146

»

) |

Receipt Create Date 4/8/2020 8:25:57 AM
Source Manual

J:' Save Updates| Complete |

5

Summary Comments (0) | History

?

iD

7

[=] Header Information

3

L Receipt Name 2020-04-08 brownb 01

% Receipt No Receipt Date Packing Slip No. Supplier Name Received by
4/8/2020 3] 456324 Lenovo (United States) Inc Bridget Brown

mm/d

w

RECEIPT ADDRESS DELIVERY

Carrier

-l-ll-l- Attention: Bridget Brown racking No. %1220720556558?3
Phong, £ assmsem ecEpt Type
d} Eailk rtelo)
East Carolina University Attachments. Attach/Link
One Card System Motes
Q Greenville, NC 278584353 (1,000 Chars. Max)

United States

Receipt Lines

Line Details
?

For Selected Lines:| Remove Selected Items V| Go

Show Receipt Details

PO Line Qty/UOM Previous , Add to B .
PO Ne. No. Product Name Catalog No. e Receipts Quantity Inventory Line Status Actions [
P1315377 1 ThinkPad T470s ZOHFCTOTWW 1 ] O
(=
P1315377 2 3Y Depot/CCl upgrade from 1Y 5WS0A14081 1 1 O
=1 Depot/CCl

Delete|  Save Updates| Complete

7. Enter the appropriate Header Information for the following: Receipt Name, Packing Slip No., Carrier,
Tracking No., Attachments, and Notes.
Note: This header information is optional.

8. Click the Save Updates button.
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11.

12.

10.

RECEIVING
Last Updated on: 4/08/2020

BWECU sarsms ranacesar A~ Search (Alt+Q) a 0ooUSD W Q@ L2

Accounts Paysble b Receipts b Search For Recsipts » Summary - Receipt 3897146

Receipt Create Date 4/8/2020 8:25:57 AM
Source Manual

Summary  Comments (0) | History

»
EL
]

=] Header Information 7

-
4 Receipt Name 2020-04-08 brownb 01
* Receipt No Receipt Date Packing Slip No. Supplier Name Received by

To Be Assigned las8/2020 = 456324 Lenovo (United States) Inc Bridget Brown

_ mm/dd/yyyy
= RECEIPT ADDRESS DELIVERY
Location Carrier UPSs ~
Attention: Bridget Brown Tracking No. 1Z22072055655873

phone: £1 (252] 326-1015 Receipt Type

Email: brownb@ecu.edu
East Carolina University Attachments Attach/Link
One Card System
Greenville, NC 278584353
United States

Notes
{1,000 Chars. Max)

o B - =

Receipt Lines B

Line Details

?

For Selected Lines:| Remove Selected ltems | Go

PO Line - L Previous Quanti Add to
No. i B il el Receipts uantity Inventory

1 o
1 o

PO No. Line Status Actions [

P1315377 1 ThinkPad T470s
=

P1315377 2 3Y Depot/CCl upgrade from 1Y SWS0A14081 1
& Depot/ccl

Delete|  Save Updates| Complete

9. Notice that the first time you complete a receipt on a PO, the system defaults to the number of items
ordered. If all items were delivered on the first shipment, proceed to steps 14 & 15 to complete the
receipt.

EYECU maresiars manacemest An~ Search (Art+Q) a 0o0oUSD W @ = F S §

Accounts Payable b Receipts b Search For Receipts b Summary - Receipt 389146

»

i |

Receipt Create Date 4/8/2020 8:25:57 AM

Source Manual

o

Summary Comments (0} | History

a
EL

=] Header Information

P
A Receipt Name 2020-04-08 brownb 01
m Receipt No Packing Slip No. Supplier Name Received by
To Be Assigneg 478/2020 Lenovo (United States) Inc Bridget Brown
dd/yyyy
T mm, yyyy
= RECEIPT ADDRESS DELIVERY
Location Carrier uPs =
bl A % Bridget Brown Tracking Mo. 1Z2072055855872
m Email: brownb@ecu.edu
East Carolina University Attachments Attach/Link
One Card System Notes
P S::j‘”s”;(:f 278584353 (1,000 Chars, Max)
Receipt Lines ?
Line Details
?
Show Recsipt Details For Selected Lines: Go
PO Line Qty/uoM Previous . Addto . .
PO No. o Product Name Catalog No. e Recsipts Quantity Inventory lnestatus Actions [
P1313377 1 T 2OHFCTOTWW 1 1 O
=
5 2 2¥ Depot/CCl upgrade from 1Y 5WS0A14081 1 "o ]
=] Depat/CCl

Delete Save Updates | Complete

10. Change the # of items to the actual quantity delivered in the first shipment.
Note: In this example, we will enter 0 for PO Line No. 2 in the first shipment.

11. Click the Save Updates button.

12. Click the Complete button to complete the receipt for the 1t shipment.
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RECEIVING
Last Updated on: 4/08/2020

13. Click on the Printer icon if you need a printed copy of the receipt.
Summary - Receipt 389146
Receipt Create Date 4/8/2020 8:25:57 AM
Complete Date 4/8/2020 8:43:34 AM
Source Manual
|_—t Receipt MName 2020-04-08 brownb 01
14 Receipt No Receipt Date Packing Slip No. Supplier Name Received by
359146 4/8/2020 456324 Lenovo {United States) Inc Bridget Brown
RECEIPT ADDRESS DELIVERY
Location Carrier UPS
Tracking Ne. 122072055655873
Receipt Type
2 Attachments
One Card System Notes
Greenville, NC 278584353 (1,000 Chars. Max)
United States
/ Line Details
15. PO Line Qty/UOM Previous . Add to Line .
PO No. No. Product Name Catalog No. ordered Receipts Quantity Inventory  Status Actions
P1315377 1 ThinkPad T470s 20HFCTOTWW 1 1 Received
Contract No.
Attachments
Notes
P1315377 2 3¥ Depot/CCl upgrade from 1Y SWS0AT4081 1 o Received
Depot/CCl
Contract No.
Attachments
MNotes

14. This brings up a printer friendly view of the receipt. Click Print button if a printed copy of the receipt is
needed.
15. Close the browser window.
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RECEIVING
Last Updated on: 4/08/2020

IO Al Search (Alt+Q) Q 0.00USD W QK I §
AgMunts Payable » Receipts » Search ForReceipts » Summary - Receipt 389146
Receipt Create Date 4/8/2020 8:25:57 AM Available Actions Go
Source Manual
Reopen Receipt | (=)
Summary Comments (0)  History
AR ?
1 6_ m [=] Header Information B
Receipt 2020-04-08 brownb 01 Complete 4/8/2020 8:43:34 AM
Name Date
* Receipt No Receipt Date Packing Slip No. Supplier Name Received by
.\_! 389148 4/8/2020 456324 Lenove (United States) Inc Bridget Brown
© RECEIPT ADDRESS DELIVERY
Location Carrier ups
.lll.l. Attention: Bridget Brown Tracking No. 1Z2072055655673
Phone: +1 (252) 328-1013 Receipt Type
d} Email: brownb@ecu.edu h
East Carolina University Attachments
One Card System Notes
Greenville, NC 278584353 (1,000 Chars. Max)
Q United States
Receipt Lines ?
Line Details
?
Show Receipt Details
Add ¢ Add to
PO No. PO Line No. Product Name Catalog No.  Qty/UOM ordered Previous Receipts Quantity ®  Line Status Actions Chemical
Inventory Inventory
P1315377 uc':.] 1 ThinkPad T470s 20HFCTOTWW 1 1 Received Add!
Net Received
1©1.274.25 (1274.25)
P1315377 ‘L;_ﬁ 2 3¥ Depot/CCl upgrade from 1Y Depot/CCl SWSDA14081 1 0 Recsived Add
16. This completes the steps for this first receipt for a PO. Click the ECU icon to go home.

18.

17. Enter the PO # in the Quick Search field.
Note: In this example, we are simulating that a second shipment was delivered to complete receiving for
PO Line No. 2. Repeat these steps for every shipment until all the items have been received.

18. Click on magnifying glass to execute the Quick Search then click the Purchase Order.

PORT _Receiving_ver_20.1 Page 5 of 8



20.

19.

22,

21.

RECEIVING
Last Updated on: 4/08/2020

@EC(_J MATERIALS MANAGEMENT All ~ Search (Alt+Q) Q 0O00USD W AVANLS A2

Orders » Search » Purchase Orders » Status- PO P1313377

POy/Reference Mo. P1315377 Revision 0 Available Actions Go

Supplier Lenove (United States) Inc

Status | Purchase Order Revisions PO Approvals Shipments Change Requgets  Receipts | Invoices Comments = Attachments (1) History

& 2
General Information ? Document Status i
PO/Reference No. P1315; Workflow v Completed
ﬁ Revision No. ] (4/1/2020 4:26 PM)
Supplier Nzga Lenovo (United States) Inc more info.., Distribution I:(S;l:;';j;t”iﬁfi: :i;u.‘(:.afe d‘ij;rtdr :j’j:';g the method(s) &
a!: pethase Order Date 4/1/2020 Email (Plain Text): b2btest@lenovo.com
Total 137323 Distribution Date/Time ~ 4/1/2020 4:25 PM
- Requisition Number 2937021 view | print Supplier Sent To supplier view
[} Requestor Name Bridget Brown
Requestor Email boulineauc@ecu.edu
.|.IJ.L Requestor Phone +1252-328-1013
Line Item Status B
m Product Description Catalog No Ty Unit Quanti Ext. Price Supplier Receiving Invoicing Matchin:
P 9 Packaging Price ty ) PP 9 9 9
ﬁ 1 v ThinkPad T470s & moreinfo.. 20HFCTOTWW EA 1,27425 1EA 1,274.25 USD _ Sent] Fully none Do not
Supir Received Match
2 v 3y Depot/CCl upgrade from 1Y Depot/CCI[5]  more infa... SWS0A14081 E i Avivpr) - none none Do not
Supplier Match
Subtotal 1,373.25
Shipping 0.00
Handling 0.00
Total 1.373.25 USD
19. Note the receiving status of the line items for the PO.
20. Click on the Receipt tab to see if there are existing receipts for the PO.
@ECLJ MATERIALS MANAGEMENT All~ Search (Alt+Q) Q 0.00USD W QY & A 2

= Jgers b Receipts- PO P1315377

< Back to Results

lof 1Results » € 3

POy/Reference No.

P1315377 Revision 0 Available Actions [ftslsJefslTi T4
Supplier Lenove (United States) Inc Create Change Request
Create Quantity Receipt
nvoices  Comments  Attachg Create Credit Memo

Create Invoice h 2
Print Fax Version

Status | Purchase Order Revisions PO Approvals Shipments Change Requests

Receipts ?
Receipt No. Receipt Date Received by
389146 4/8/2020 Quantity Brown, Bridget
Receipt Line Details 2
No Product Name CatalogNo.  Unit Price Qty/UOM  Extended Price Q"Jﬂg“" q‘:'c{uf}"“ Status
1 Ll Thinkead Ta70s 20HFCTOTWW 127425 USD 1 EA 1,274.25 USD y Net Received
2 EEY, Depot/CCl upgrade from 1 Depot/cCl  SWS0A14081 99.00 USD 1 EA 99.00 USD ] Open

21. Click on Available Actions dropdown box and select Create Quantity Receipt.
22. Click on Go button.
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23.

RECEIVING
Last Updated on: 4/08/2020

BECU sarzmacs mansczser Al Search (Alt+Q) a ooousD W Lv S VS §

Accounts Payable » Receipts » Search For Receipts » Summary - Receipt 389134

Receipt Create Date 4/8/2020 11:50:39 AM
Source Manual

Summary Comments (0)  History

F
»

Exact Match: PO No. P1315377

|=] Header Information ?

Receipt Name

2020-04-08 brownb 02

v ¥ B

- Receipt Date Packing Slip No. Supplier Name Received by
Ee Assigned 4/8/2020 it} ’ 1433455 x Lenovo (United States) Inc Bridget Brown
ol
RECEIPT ADDRESS DELIVERY
L I y e
. e »\ uPs |
Attention: Bridget Brown Ecaspien » 122020356458087
a Frone Lz Lo
Email: brownb@ecu.edu
East Carolina University Attachments Attach/Link
ﬁ One Ca_rd System Notes
Greenville, NC 278584353

N (1,000 Chars. Max)
United States

Receipt Lines ?
Line Details
24, :
Show Receipt Details For Selected Lines:ﬂ
PO No. Nu-. Product Name Catalog No. Q:::;J::N ::‘:::: Quantity I:r::t::ory Line Status Actions O
P13‘:§77 1 ThinkPad T470s 20HFCTOTWW 1 389146 (= 0 O
P1315377 2 3¥ Depot/CCl upgrade from 1Y SWS0AT4081 1 ac = 1 O
Depot/CCl
Save Updates | C
23. Enter the appropriate Header Information for the following: Receipt Name, Packing Slip No., Carrier,
Tracking No., Attachments, and Notes. Note: This header information is optional.
24. Click the Save Updates button.
25.
26.

25. Notice that the receipt now has 1 in quantity for PO Line No. 2 and 0 for PO Line No. 1.
Note: PORT automatically calculates the remaining quantities to be received after the 1st receipt.
26. Notice our 15t receipt # listed in the Previous Receipts column.
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RECEIVING
Last Updated on: 4/08/2020

LU rorsrrrees Al Search (Alt+Q) a .00UsD W AV 'S X

Accounts Payable » Receipts b Search For Receipts b Summary - Receipt 389134

»

|

Receipt Create Date 4/8/2020 11:50:39 AM

Source Manual

a
!
:

Summary  Comments (0} History

Y
»
~

Exact Match: PO No. P1315377

|" |=) Header Information ?
Receipt Name 2020-04-08 brownb 02
% Receipt No Recgipi-irate Packing Slip No. Supplier Name Received by
To Be Assigned 4/8/2020 E 1433455 x Lenovo (United States) Inc Bridget Brown
- o
1)-; mm/dd/yyyy
RECEIPT ADDRESS DELIVERY
27. .|.I].|. Location Carrier ‘ UPS \,l
Attention: Bridget Brown Tracking No. 1Z2020356488987
a Prone 2L 0ae
Email: brownb@ecu.edu
East Caralina University Attachments Attach/Link
Q Cne Carrd System Notes
Greenville, NC 278584353

{1,000 Chars. Max)
United States

Receipt Lines ?
Line Details
?
Show Receipt Details For Selected Lines: | Remove Selected Items | Ga
PO No. RORng Product Name Catalog No. e Prew_aus Quantity L2AE Line Status  Actions ]
No. ordered Receipts Inventory
P1315377 1 ThinkPad T470s 20HFCTOTWW 1 380146 (=) 0 O
=
P1315377 2 3¥ Depot/CCl upgrade from 1Y 5WS0A14081 1 389146 =) 1 O
& Depot/CCl

Delete |  Save Updates| G

27. Click the Complete button.
Note: To continue completing receipts until all the items are received, repeat steps 17 — 27.

28.

28. To print a copy of the receipt, repeat steps 13 — 15. This completes the steps for completing receiving
for this PO. Click the ECU icon to go home.

Important Note: Receipts are loaded to Banner in a batch process early the next morning. The
Accounts Payable office will match your receipt with the invoice before making payments to the supplier.
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RECEIPTS FOR PURCHASE ORDER
Last Updated on: 4/07/2020

1. Enter the PO # in the Quick Search popup menu and click on magnifying glass.

2. Click on Purchase Order.

PORT_ReceiptsforPO_ver_20.1 Page 1 of 3



RECEIPTS FOR PURCHASE ORDER

iy

@E(:[J MATERIALS MANAGEMENT
Orders » Search » Purchase Orders » Summary - PO P1315368%9
<€ Back to Results

P1315389 Revision 0
Lenove (United States) Inc

PO/Reference No.
Supplier

Summary | Accounting Codes Taxes/S&H
Hide header
General Information

PQy/Reference No.

£ B

Revision No. 0
e Total 6,426.88
< hchase Order Date 4/7/2020

1 of 1 Results «

Status  Purchase Order Revisions PO Approvals Shipments Change Reque;

Last Updated on: 4/07/2020

All Search (Alt+Q) Q

< >

~

? Shipping Information
Ship To
Attention: Bridget Brown
Phone: +1.252-323-1013
Email: unknown@ecu.edu
East Carolina University

oooUsD W Q& 4 2

Available Actions | Add Comment V| Ge

Receipts | Invoices  Comments | Attachments (1) History

= 2
Hide value descriptions
Billing/Payment ?
Bill To

East Carolina University
Accounts Payable

120 Reade St.

Fin. Srv. Bldg.

Greenville, NC 278584353

Supplier Name Lenovo (United States) Inc more | Social Work ACCOUNTSPAYABLE@ecu.edu
info... Ragsdale Greenville, NC 27858-4353
Banner Supplier Number  B00190274 1042 United States

ﬁ} Address Attn Les Murakeozy United States
PO Box 13915 Billing Options
Research Triangle, NC 27709 US Payment Terms 0% 2, Net 30
ﬁ Requisition Number 2942073 view | print Ship To Address Code
ShipTo Address Code 075
Contact Information
State Exempt Mone of the Above Delivery Options
Accounting Date Ship Via Best Carrier-Best Way
Accruals F.O.B. N/A
Requestor Name Bridget Brown Requested Delivery Date
Requestor Phone +12, 8-1013
Reguestor Email kornegaych@ecu.edu
Internal Attachments
3. Click on Receipts tab.
ﬁ @ECU MATERIALS MANAGEMENT All - Search (Alt+Q) a 0.00USD W QK A 2

Orders » Search » Purchase Orders » Receipts- PO P1315389

-

< Back to Results 1of 1Resultis w € >
g PO/Reference No.  P1315389 Revision 0 Available Actions Go
: Supplier Lenove (United States) Inc
o Wtus Purchase Order Revisions PO Approvals Shipments Change Requests Receipts Invoices Comments Attachments (1) History
(=
yiTy
Recei ?
% Rece 0. Receipt Date Received by
388927 - 47772020 Quantity Brown, Bridget
Receipt Line Details E
No Product Name Catalog No. Unit Price Qty/UoOM Extended Price Qty(:‘ngest Qt:guf;’ st Status
‘—'ﬂi N Level Laprop e — 20L2CTO W 1339672 USD 4 EA 5,586.88 USD 2 Open
2 » Net Received
2 M Thinkpad UsE-C Dack Gen 2 40ASD090US 165.00 USD ™ S80.00 USD a apen
E fH Lenovo 65w Standard ac Adapter (USE Type- 4X20M26268 45.00 USD 4 EA 180.00 USD 4 Open

C)- US/Can/Mex

4. The Status column indicates that the items were received.
5. To view the receipt, click on the receipt number. To see a printer friendly version, click on the Quick
View icon. For this example, we will click on the Quick View icon.

PORT_ReceiptsforPO_ver_20.1 Page 2 of 3



RECEIPTS FOR PURCHASE ORDER
Last Updated on: 4/07/2020

6. After reviewing and/or printing, close the Quick View overlay.

7. This completes the steps for this procedure. Click on ECU icon to return to the home page.

PORT_ReceiptsforPO_ver_20.1 Page 3 of 3



INVOICES FOR PURCHASE ORDER
Last Updated on: 4/07/2020

1. Enter a PO number in the Quick Search field and click on magnifying glass to initiate Quick Search.
Note: Invoices in PORT will only be for the following suppliers: Dell, Fisher, VWR, CDW-G,
GovConnection, Life Technologies, Fastenal, Santa Cruz Biotech, and Henry Schein.

2. Click on the Purchase Order number.

PORT _InvoicesforPO_ver 20.1 Page 1 of 3



INVOICES FOR PURCHASE ORDER

Last Updated on: 4/07/2020

@ECLJ MATERIALS MANAGEMENT

Orders » Search » Purchase Orders » Summary - PO P1315384

All ~

< Back to Results 10f 1 Results » € 3

PO/Reference Mo. P1315384 Revision 0

Supplier Santa Cruz Biotech Inc

Status = Purchase Order Revisions PO Approvals Shipments Change Requests Receig

Summary Accounting Codes Taxes/S&H
Hide header

General Information

-

Shipping Information

piTy
&%
=

PO/Reference No. P1315384 Ship To
Revision No. 0 Attention: Lori Fontana-South
Phone: +1 252-737-5377
Total g -
Email: fontanasouthl18@ecu.edu
Purchase Order Dajs 4/2/2020 East Carolina University
Supplier LE Santa Cruz Biotech Inc  moreinfo.. | ITCS
gerfher Supplier Number B00180779 208 Cotanche st

Greenville, NC 278584353

Address United States

10410 Finnell St

Dallas, TX 75220 US

Requisition Mumber 2938046 view | print

Ship To Address Code

ShipTo Address Code 023

o = F

Contact Information
State Exempt Health Care
Delivery Options
Ship Via

F.O.B.

Accounting Date
Best Carrier-Best Way

N/A

Accruals
Requestor Name Laori Fontana-South

. Requested Delivery Date

Requestor Phane +1252-

Requestor Email fontanasouthl19@ecu.edu

Internal Attachments

Contract Information
Contract
Pricing Ref #

Special Instructions Mons

Distribution Information B

Search (Alt+Q) Q

ooousD W Q& i 2

Available Actions | Add Comment V| Ge

voices Comments | Attachments (1) History

& -
Hide value descriptions
Billing/Payment g
Bill To
East Carolina University
Accounts Payable
120 Reade St.
Fin. Srv. Bldg.
ACCOUNTSPAYABLE@ecu.edu

Greenville, NC 27858-4353
United States

Billing Options

Payment Terms 0% 2, Net 30

Information for Supplier ?

Fowered by JABGAER | Privacy Policy

@ECLJ 'MATERIALS MANAGEMENT All >

Orders » Search » Purchase Orders » Invoices- PO P1315384

Search (Alt:

< Back to Results 1of 1Results w € 2>

PO/Reference No. P1315384 Revision 0

Supplier Santa Cruz Biotech Inc

Status  Purchase Order Revisions PO Approvals Shipments Change Requests Receipts Invoices Comments Attachmen

voicing Summary

+0) Q 000USD W QK I §

Availzble Actions | Add Comment | Ge

ts (1) | History

- Supplier Invoice No. InvoiceDate < DueDate ~  Invoice Type Payment Status Invoice Total Invoiced By
Qro01185 [ 4/2/2020 5/2/2020 Invaice Payable 68.95 UsD Fontana-South, Lori
Total 68.95 USD
Line Details g
Line No. Product Name Catalog No. Unit Price Qty/UOM Extended Price Invoice Qty/Cost Status
1 A Uttracruz® Gloves, Nitrile Plus, Large, 100/pack sc-339597 7.00UsD 2 EA 14.00 USD 1./7000c0 Open
1/7.00USD Net Invoiced
asses, blue lens, 12/case sc-395799 33.00 USD 1EA 33.00 USD 1/33.00 USD Net Invoiced
HH Uttracruz® Antibacterial Lation, 4% 8 oz 15.00 USD 2 EA 30.00 USD 1/15.00 USD Open
1/15.00 USD Net Invoiced
BH Uttracruz® Hang Sanitizing Gel, 6x 3 0z sc-520283 13.95UsD 1EA 13.95 UsD 1/13.95 UsD Net Invoiced

4. The Status column indicates which items have been invoiced and which are open.
5. To view the invoice, click on the invoice number. To see a printer friendly version, click on the Quick
View icon. For this example, we will click on the Quick View icon.

PORT _InvoicesforPO_ver 20.1
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INVOICES FOR PURCHASE ORDER
Last Updated on: 4/07/2020

6. You may need to scroll down the Quick View overlay to see all the information.
7. After reviewing and/or printing, close the Quick View overlay.

@ECLJ 'MATERIALS MANAGEMENT Al ~ Search (Alt+Q) Q 0.00USD W QK AL

QLW v Ssarch » Purchase Orders b Invoices- PO P1315384

€ Back to Results 1of 1Results » € >
POy/Reference No. P1315384 Revision 0 Available Acl\ons Go
Supplier Santa Cruz Biotech Inc
9 Status Purchase Order  Revisions PO Approvals Shipments Change Requests Receipts Invoices Comments Attachments (1) History
(S
- —
iy Invoicing Summary Y
Invoice No. + Supplier Invoice No. InvoiceDate =  DueDate ~ Invoice Type Payment Status Invoice Total Invoiced By
'ﬂé Qro01185 [, 4/2/2020 5/2/2020 Invaice Payable 68.95 UsD Fontana-South, Lori
Total 68.95 USD
=
o
Line Details Y
.|.|].L Line No. Product Name Catalog No. Unit Price Qty/UOM Extended Price Invoice Qty/Cost Status
1 ¥ Uttracruz® Gloves, Nitrile Plus, Large, 100/pack 5¢-359597 7.00 USD 2 EA 14.00UsD 1/7.00 USD Open
ﬁ} 1/7.00 USD Net Invoiced
2 ¥ Uttracruz® Safety Glasses, blue lens, 12/case 5c-395799 33.00UsD 1EA 33.00UsD 1/33.00 USD Net Invoiced
ﬁ 3 HH Uttracruz® Antibacterial Lotion, 4 x 8 oz sc-351867 15.00 USD 2 EA 30.00 USD 1/15.00 USD Open
1/15.00 USD Net Invoiced
4 HH Ultracruz® Hand Sanitizing Gel, 6 x 3 0z sc-520283 12.95UsD TEA 13.85UsD 1/13.95 USD Net Invoiced

8. This completes the steps for this procedure. Click on ECU icon to return to the home page.
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RE-OPEN, DELETE, AND ADD COMMENTS TO RECEIPTS
Last Updated on: 4/07/2020

[

1. Enter PO number in the Quick Search. Note: This feature will allow you to open receipts the SAME
DAY you created them to make changes or delete the receipt. Once the receipt exports to Banner at
6am the following morning, no changes can be made to the receipt.

2. Click on magnifying glass to launch the Quick Search fly-out menu.

3. Click on Purchase Order.

PORT_ReopenDeleteCommentRec_ver 20.1 Page 1 of 10



RE-OPEN, DELETE, AND ADD COMMENTS TO RECEIPTS
Last Updated on: 4/07/2020

@ECU 'MATERIALS MANAGEMENT Al -

Orders » Search » Purchase Orders » Status - PO P1315389

Search (Alt+0) a 0.00UsD W Q& 4 2

< Back to Results 1of 1Results » € >

PO/Reference Mo. P1315329 Revision 0

Supplier Lenovo (United States) Inc

Available Actions | Add Comment | Go

Status Purchase Order Revisions PO Approvals | Shipments Change Requeggs Receipts Invoices Comments Attachments (1) History

a8 2
‘General Information ? Document Status 3
PO/Reference No. P1315389 Workflow /Comp\eted
Revision Ma. 0 (4/7/2020 10:00 AM)
Distribution The system distributed the purchase order using the method(s) view
Supplier Name Lenovo (United States) Inc more info.. indicated below the last time it was distributed:
Purchase Qe Date 4/1/2020 Email (Plain Text): bZbtest@lenovo.com
sl 5426588 Distribution Date/Time  4/7/2020 9:59 AM
Requisition Number 2842073 view | print supplier Sent To Supplier view
Requestor Name Bridget Brown
Requestor Email kornegaych@ecu.edu
Requestor Phane +1252-328-1013
Line Item Status B
Product Description Catalog No =0 Unit Quanti Ext. Price Supplier Receiving Invoicing Matchin:
P g Packaging Price ty ) PP 9 9 9
1 v Mid-Level Laptop - ThinkPad T490 CTO £ moreinfo.. 20N3CTOTWW EA 139672 4EA 5586.88 USD Sent To Fully none Do not
Supplier Received Match
2 v ThinkPad USB-C Dock Gen 2 € more info.. 40AS0090US EA 16500 4EA 660.00 USD Sent To Fully none Do not
Supplier Received Match
3 v Lenovo 65W Standard AC Adapter (USB Type-C)- US/Can/Mex & 4X20M25268 EA 4500 4EA 180.00 USD  Sent To Fully none Do not
more info... Supplier Received Match
Subtotal 6,426.88
Shipping 0.00
Handling 0.00
Total 6,426.88 USD
4. Click on Receipts tab.
@ECLJ 'MATERIALS MANAGEMENT Al Search (Alt+Q) Q 0.00USD W <K 'S §

Orders » Search » Purchase Orders » Receipts - PO P1315389

< Back to Results Tof 1Results v € | >

PO/Reference No. P1315389 Revision 0

Supplier Lenovo (United States) Inc

Available Actions | Add Comment ~| Go

Status | Purchase Order | Revisions PO Approvals Shipments Change Requests Receipts Invoices Comments  Attachments (1) History

(=
Receipts ?
Receipt No. Receipt Date Received by
388929 4/7/2020 Quantity Brown, Bridget
388927 EoY 4/T/2020 Quantity Brown, Bridget
Receipt Line Details ?
No Product Name Catalog No. Unit Price Qty/UOM  Extended Price Qty(;'“f“t Q'{Jui)”' Status
1 E Mid-Level Laptop - ThinkPad T4%0 CTO 20N3CTOTWW 1,386.72 USD 4 EA 35,586.88 USD 4 Net Received
2 {1 Thinkpad Uss-C Dock Gen 2 40A50090US 165.00 USD 4 EA 660.00 USD 4 Net Received
3 ¥ Lenovo 65w Standard AC Adapter (USB Type-  4X20M26268 45.00 UsD 4 EA 180,00 USD 4 Net Received

C)- US/Can/Mex

5. Click on the Receipt to be modified. For the 15t example, make a modification to a receipt quantity.
Note: This action can only be accomplished the same day the receipt was created.

PORT_ReopenDeleteCommentRec_ver 20.1 Page 2 of 10



RE-OPEN, DELETE, AND ADD COMMENTS TO RECEIPTS
Last Updated on: 4/07/2020

6. Click the Reopen Receipt button.
7. A confirmation pop-up window will be displayed. Click OK to confirm that you want to reopen the receipt.

8. The Reopen Receipt Reason pop-up is displayed. From here you can select PORT Users to notify
regarding the modification to the receipt. Enter the reason for the change to the receipt.
9. Click Reopen Receipt button.

PORT_ReopenDeleteCommentRec_ver 20.1 Page 3 of 10



RE-OPEN, DELETE, AND ADD COMMENTS TO RECEIPTS
Last Updated on: 4/07/2020

11.
10. S

10. Update quantity received for desired line item.

11. Click on Complete button. This completes modification of an existing receipt on the same day.
" /

12. Click the PO #.

PORT_ReopenDeleteCommentRec_ver 20.1 Page 4 of 10



RE-OPEN, DELETE, AND ADD COMMENTS TO RECEIPTS
Last Updated on: 4/07/2020

@ECU MATERIALS MANAGEMENT Al

Orders » Search p Purchase Orders » Status- PO P1315389

Search (Al+Q) Q 0.00USD W

P1315389 Revision 0
Lenovo (United States) Inc

PO/Reference Mo.
Supplier

Status Purchase Order Revisions PO Approvals Shipments Change Requests Receipts  Invoices Comments Attachments (1) History

K

42

Available Actions | Add Comment | Go

(=13
General Information ? Document Status ?
PO/Reference No. P1315389 Workflow v Completed
Revision No. v} (4/7/2020 10:00 AM)
Distribution The em distributed the purchase order using the view
Supplier Name Bvo (United States) Inc - more info... methad(s) indicated below the last time it was distributed:
Purchase Ordg 4/7/2020 Email {Plain Text); b2btest@lenovo.com
” 6,426.88 Distribution Date/Time  4/7/2020 9:59 AM
Requisition Number 2942073 view | print Supplier Sent To Supplier view
Requestor Name Bridget Brown
1 3 Requestor Email kormegaych@ecu.edu
Requestor Phone +1252-328-1013
Line ltem Status ?
i Size / Unit . - = - P "
Product Description Catalog No Packaging Price Quantity Ext. Price Supp Receiving Matching
1 v Mid-Level Laptop - ThinkPad T490 CTO £ more 20N3CTOTWW EA 139672 4EA 5,586.88 USD SentTo  Partially none Do not
info.. Supplier Received Match
2 v ThinkPad USB-C Dock Gen 2 £ moreinfo.. 40A50090U5 EA 165.00 4EA 660.00 USD SentTo Fully none Do not
Supplier Received Match
3 v Lenovo 65W Standard AC Adapter (USB Type-C)- AX20M26268 EA 4500 4EA 180.00 USD Sent To Fully none Do not
Us/Can/Mex £  more info.. Supplier Received Match
Subtotal 6,426.88
Shipping 0.00
Handling 0.00
Total 6,426.88 USD
13. Click on Receipts tab. For 2" example, we will delete an existing receipt.
Note: This action can only be accomplished the same day the receipt was created.
BECU sareriacs maacement Al ~ Searcn (Ait+Q) Q oooUsD W Q@ & F' §
Orders » Search » Purchase Orders » Receipts - PO P1315389
PO/Reference Mo. P1315389 Revision 0 Available Actions | Add Comment | Ge
Supplier Lenovo (United States) Inc
Status | Purchase Order Revisions PO Approvals Shipments Change Requests Receipts Invoices Comments Attachments (1) History
(=
Receipts ?
ecei 0. ceipt Date ceived by
m Receipt N Receipt D. Received b
388929 4/772020 Quantity Brown, Bridget
% 388927 47772020 Quantity Brown, Bridget
_\-.-! Receipt Line Details ?
o
No Product Name Catalog No.  UnitPrice  Qty/UOM  Extended Price Qt"(f"?" Q*:'c;'uf)‘"t Status
inn 1 {65 Mid-Level Laptop - ThinkPad TS0 CTO 20N3CTOTWW  1,396.72 USD 4 EA 5,586.88 USD 2 Open
> 2 Net
1 4- m Received
2 @ ThinkPad USB-C Dock Gen 2 40AS0020US 165.00 USD 4 EA 660.00 USD 4 Nat
G Received
3 @ Lenovo 65W Standard AC Adapter (USB 4X20M25268 45.00 USD 4 EA 180.00 UsSD 4 Net
Type-C]- US/Can/Mex Received

PORT_ReopenDeleteCommentRec_ver 20.1

14. Note that previous modification to receipt 388927, was accepted and now shows a quantity of 2 Net
Received for Line item 1 with a quantity of 2 remaining Open.
15. Click on receipt that you want to delete.
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RE-OPEN, DELETE, AND ADD COMMENTS TO RECEIPTS
Last Updated on: 4/07/2020

16.
17. /
16. Click on Reopen Receipt button.
17. A confirmation pop-up window will be displayed. Click OK to confirm that you want to reopen the receipt.
—>
19.

18. Provide the reason to reopen receipt by adding a comment in the Add Comment window. From here
you can select PORT Users to notify regarding deletion of the receipt.
19. Click Reopen Receipt button.

PORT_ReopenDeleteCommentRec_ver 20.1 Page 6 of 10



RE-OPEN, DELETE, AND ADD COMMENTS TO RECEIPTS
Last Updated on: 4/07/2020

20.
21. >
20. Click on Delete button.
Note: Once it has been deleted, the receipt cannot be recovered.
21. A confirmation pop-up window will be displayed. Click OK to confirm that you want to delete the receipt.
—>
23.

24, /

22. This has deleted the reopened receipt.
23. To confirm, enter the PO # for Quick Search, Notice the demo receipt 388929 is no longer listed.
24. Select Purchase Order Number.
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RE-OPEN, DELETE, AND ADD COMMENTS TO RECEIPTS

@ECLJ MATERIALS MANAGEMENT

Orders » Search » Purchase Orders » Summary - PO P1315389

< Back to Results 10f 1 Results = | €

PO/Reference No. P1315389 Revision 0

Supplier Lenovo (United States) Inc

Status | Purchase Order Revisions PO Approvals Shipments

25.

Summary Accounting Codes Taxes/S&H
Hide header
General Informgsi ?
PO/Reference No. P1315389
Revision Lz o
s 6,426.88
Purchase Order Date 4/7/2020
Supplier Name Lenovo (United States) Inc  more
info..,
Banner Supplier Number B00190274

Address Attn Les Murakeozy
PO Box 13915
Research Triangle, NC 27709 US

Requisition Number 2942073 view | print

Contact Information
State Exempt None of the Above
Accounting Date
Aceruals

Requestor Name Briclget Brown

Reguestor Phone +1252-

Requestor Email kornegaych@ecu.edu

Internal Attachments

25. Click on the Receipts tab.

@ECU 'MATERIALS MANAGEMENT

Orders » Search » Purchase Orders » Receipts - PO P1315389

< Back to Results 10of 1 Results » <€

POy/Reference No. P1315389 Revision 0

Supplier Lenovo (United States) Inc

26.

C)- US/Can/Mex

26. Notice that there is only 1 receipt remaining and that 388929 has been deleted. Click on receipt to add a

comment.

Last Updated on: 4/07/2020

All ~

>

Change Requsy

Shipping Information
Ship To
Attention: Bridget Brown
Phone: +1252-328-1013
Email: unknown@ecu.edu
East Carolina University
Sacial Work
Ragsdale
104C
Greenville, NC 278584353
United States

Ship To Address Code

ShipTo Address Code 075

Delivery Options
Ship Via
F.O.B.

Best Carrier-Best Way
NyA
Requested Delivery Date

All +

>

Receipts
Receipt No. Receipt Date Received by
388027 [ 4/7/2020 Quantity
Recgifit Line Details
No Product Name Catalog No. Unit Price Qty/UOM
1 B mic-Level Laptop - ThinkPad T490 CTO 20NICTOTWW 1,396.72 UsD 4 EA
2 E ThinkPad USB-C Dock Gen 2 40A50090U5 165.00 USD 4 EA
E {H Lenovo a5w standard ac Adapter (USB Type- 4X20M26268 45.00 USD 4 EA

PORT_ReopenDeleteCommentRec_ver 20.1

Search (Alt+0Q)

Search (Alt+Q)

Q ooousD W 4 2

Available Actions | Add Comment ~| Go

Receipts | Invoices | Comments  Attachments (1) | History

= o

Hide value descriptions

-

Billing/Payment ?
Bill To

East Carolina University
Accounts Payable

120 Reade St.

Fin. Srv. Bldg.
ACCOUNTSPAYABLE@ecu.edu
Greenville, NC 27858-43532
United States

Billing Options
Payment Terms 0% 2, Net 30
Q oo0ush W Q& & 2

Available Actions | Add Comment | Go

Status  Purchase Order Revisions PO Approvals Shipments Change Requests Receipts Invoices Comments Attachments (1) History

(S
?
Brown, Bridget
?
Extended Price AGIES | &4 D] Status
(In} (Out)
5,586.88 USD 2 Open
2 Net Received
660,00 USD 4 Open
180.00 USD 4 Open

Page 8 of 10




RE-OPEN, DELETE, AND ADD COMMENTS TO RECEIPTS
Last Updated on: 4/07/2020

@ ECU jareniars anacemenr

Al ~ Search (Al+Q) Q 0.00 USD
Accounts Payable » Receipts » Search For Receipts » Summary - Receipt 386927
Summary  Comments (0) History
|=] Hegder Information
plceipt 2020-04-07 brownb 04 Complete 4/7/2020 10:43:39 AM
Name Date
Receipt No Receipt Date Packing Slip No. Supplier Name
388927 AfT/2020 Lenovo (United States) Inc
RECEIPT ADDRESS DELIVERY
Location Carrier
Attention: Bridget Brown Tracking No.
27. Phone: +1 752-323-1013 Receipt Type
Email: unknown@ecu.edu
East Carolina University Attachments
Social Weork Notes
Ragsdale {1,000 Chars. Max}
104C

Receipt Lines

Line Details

Show Receipt Details

PO Line
ol No.
P1315389 1
P1315389 2
P1315389 3

Greenville, NC 278584353
United States

Qty/UOM
ordered

Product Name Catalog No.

Mid-Level Laptop - ThinkPad T430 CTO & 20N3CTOTWW 4EA

PMet Received

2@1,206.72 {2,703 44)

ThinkPad USB-C Dock Gen 2 € 40A50090Us 4 EA

Lenove 65W Standard AC Adapter (USB Type-C)- 4X20M26268 4 EA

US/Can/Mex

27. Click Comments tab.

28.

28. Click on Add Comment button.

PORT_ReopenDeleteCommentRec_ver 20.1

Previous - Add to
Receipts duantiny Inventory
2
0
0

Line
Status

Received

Received

Received

Received by

Bridget Brown

Add to
Actions Chemical
Inventory

Add

Add

Add

Page 9 of 10



RE-OPEN, DELETE, AND ADD COMMENTS TO RECEIPTS
Last Updated on: 4/07/2020

2 <:

30. >

29. The Add Comment pop-up is displayed. From here you can select PORT Users to notify regarding the
comment on the receipt. Enter a comment for the receipt.
30. Click the Add Comment button.

32.

31.

31. The comment has been added to the receipt.
32. This completes steps for this procedure. Click on ECU icon to return to home page.

Important Note: Receipts are loaded to Banner in a batch process early the next morning. The Accounts
Payable office will match your receipt with an Invoice before making payments to the supplier.

PORT_ReopenDeleteCommentRec_ver 20.1 Page 10 of 10



RETURN PROCESS
Last Updated on: 4/07/2020

1. Enter the PO number and click on magnifying glass to retrieve the order.
IMPORTANT NOTES: 13t Call the supplier to initiate the return and record the RMA (Return Material
Authorization) number. 2" Do not mix returns with receiving. Receive ALL ITEM quantities that WERE
DELIVERED. Then complete an additional receipt for the items that will be returned for credit memo or
replacement.

2. Click on the PO # within the Quick Search fly-out menu.

PORT_ReturnProces_20.1 Page 1 of 6



RETURN PROCESS
Last Updated on: 4/07/2020

BECU marzss anacesmeser A~ Search (Alt+Q) a 0ooUSD W Q& i 2

Orders » Search » Purchase Orders » Status- PO P1315388

< Back to Results 1of 1Results » € 3
POy/Reference No. P1315388 Revision 0 Available Actions Go
TP ~DallNarketing LP
Status | Purchase Order | Revisions | PO Approvals | Shipments | Change REQU* Receipts | Invoices | Comments | Attachments (1) | History
(= 4
General Information ? Document Status 2
POy/Reference No. P1315388 Workflow \/Cumpleted
Revision No. 0 20 5:12 PM)
i Distribution tem distributed the purchase order using the metho view
Supplier Name Dell Marketing L2 more info.. indicated below the last time it was distributed:
Purchase Order Date 4/6/2020 Eax +1 866-501-8285
Total 12,521.00 Manual
Requisition Number 2941066 view | print Distribution Date/Time 4/6/2020 3:11 PM
Requestor Name Charles Boulineau supplier Sent To Supplier view
Regquestor Email boulineauc@ecu.edu
Requestor Phone +1019-328-1924
Line Item Status ?
o Size / Unit . S P o ot s e
Product Description Catalog No Packaging Price Quantity Ext. Price Supp Receiving
1 v Dell Optiplex 5040 [£]  more info... 4355435454 EA 1,025.00 TEA 7175.00USD SentTo Fully none Do nat
Supplier Received Match
2 v Dell Latitude 6540 E  moreinfo.. 7692769547567 EA 1,230.00 3 EA 3.750.00 USD SentTo Fully none Do not
Supplier Received Match
3 v Dell Color Laserlet Printer D545 [E moreinfo.. 34565467547 EA 399.00 4EA 1,596.00 USD  Sent To Fully none Do not
Supplier Received Match
Subtotal 12,521.00
Shipping 0.00
Handling 0.00
Total 12,521.00 USD
3. Click on Receipts tab.
@ECLJ 'MATERIALS MANAGEMENT Al Search (Alt+Q) Q 0.00USD W A 8 'S §

earch b Purchase Orders » Receipts- POP1315388

< Back to Results 1of 1 Results » € | >

POy/Reference Mo. P1315388 Revision 0 Available Actions sl eyl [1y14
Supplier Dell Marketing LP Create Change Request

Create Quantity Receipt
Attachments (1) | History Create Credit Mema

Create Invoice h 2

Print Fax Version

Status | Purchase Order | Revisions PO Approvals | Shipments | Change Requests | Receipts | Invoices | Compa

Receipts

Receipt No. Received by
388922 [, 4/7/2020 Quantity Brown, Bridget
?
Cost Cost

No Product Name Catalog No. Unit Price Qty/UOM  Extended Price Qty(l”“) os th“ t)" Status
1 Dl Dell Optiplex 5040 4365435454 1,025.00 USD 7 EA 7,175.00 USD 7 Net Received
2 G pen Latitude 5540 7698769547567  1,250.00 USD 3 EA 3,75000 USD 2 Net Received
3 [ pell color Laserset printer D345 24565467547 365,00 USD PR 1,506.00 USD 4 Net Received

4. Click on Available Actions dropdown box and select Create Quantity Receipt.
5. Click on the Go button.

PORT_ReturnProces_20.1 Page 2 of 6




RETURN PROCESS
Last Updated on: 4/07/2020

P EECU  sunre Al - Search (Alt+Q) =% 0.00USD W < | 'S
Accounts Payable » Receipts » Search For Receipts » Summary - Receipt 388925

BBl -cccipt create Date 4/7/2020 8:19:44 AM
source Manual

5

Summary Comments (0) History

Exact Match: PO No. P1315388

T = Header Information
by =) Header Inf i

Receipt Name 2020-04-07 brownb 02
a% Receipt No Receipt Date Packing Slip No. Supplier Name Received by

To Be Assigned 4772020 Dell Marketing LP Bridget Brown
\_,J-; mmy/dd/yyyy
RECEIPT ADDRESS DELIVERY
Location Carrier

Contact Name Chuck Boulineau Tracking MNo.

Phone +1(919) 326-1924 Receipt Type

Email none@ecu.edu

% FE

acglina University Attachments Attach/Link
Admin & r Notes
115 Heart Dr (1,000 Chars. Max)
ECHI
Rm 447

Greenville, NC 27834
United States

Line Details

Delete Save Updates | Complete

=
Show Receipt Details For Selected Lines: | Remove Selected ltems | | Go

PONc. PO Line No. Product Name Catalog No.  Qty/UOM ordered P Bgceipts e Aded Line Status  Actions [
Pi131s388 = 1 Dell Optiplex 5040 4365435454 7 388922 (=0 o O
pi131s3ss (= 2 Dell Latitude 6540 7698769547567 3 388022 (= o
pi131s3ss (= 3 Dell Color LaserJet Printer DS45 34565467547 4 388022 (= o
Q Delete|  Save Updates| Complete
6. Check the items not being returned on your request, to remove them from the receipt.
7. Click Go button to remove selected items.
Py BECU senresnis sa All - Search (Alt+Q) Q 0.00USD W oM 4 2

Accounts Payable b Receipts » Search For Receipts » Summary - Receipt 386925

i |

Receipt Create Date 4/7/2020 8:19:44 AM

Source Manual

o

Summary Comments (0)  History

0

=] Header Information

A

Receipt Name 2020-04-07 brownb 02

Receipt No Receipt Date Packing Slip No. Supplier Name Received by

Rg Assigned 4/7/20 il Dell Marketing LP Bridget Brown
- mm/ddfyyyy
= RECEIPT ADDRESS DELIVERY

Location Carrier
Dile ame Chuck Boulineau Tracking No.
m Attachments Attach/Link
Notes
Q (1,000 Chars. Max)

Greenville, NC 27834
United States

Receipt Lines

Line Details

Show Receipt Details

Add tc'

Previous Rece

PO No. PO Line No. Product Name Catalog No. Qty/UOM ordered Quantity

Inventory

fi= 1 Dell Optiplex 5040 4365435454 7 388022 (54

8. Enter the quantity of item(s) being returned and set Line Status to Returned.
9. Click Save Updates button.

PORT_ReturnProces_20.1 Page 3 of 6
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RETURN PROCESS
Last Updated on: 4/07/2020

Accoums Payable » Receipts » Search For Receipts » Summary - Receipt 388925

! Source Manual

ﬁ Summary Comments (0) History

9 |=] Header Information
Receipt Name 2020-04-07 brownb 02

Receipt No Receipt Date

11.

-
piTy

To Be Assigned 4/7/20 ]
* mm/dd/yyyy

RECEIPT ADDRESS

-
Is; Location
Contact Mame Chuck Boulineau
Phone +1(919) 323-1924
Email none@ecu.edu
East Carolina University

12.

ECHI
Rm 447

Il
E} Admin & Finance
Heart Dr

Greenville, NC 2752
United States

Receipt

Line Details

13.

Hide Receipt Details

10.

All =~ Search (Alt+0)

Packing Slip No.

Carrier
Tracking No.
Receipt Type
Attachments

MNotes
{1,000 Chars. Max)

PO No. PO Line No. Product Name Catalog N Qty/UOM ordered  Previous Receipts
p1315388 (= Dell Optiplex 5040 43865435454 7 388922 & 2
Contract No. Returne¥Ng
Attachments Attach/Link
4> RMA No.

T

1000 characters remaining

Q

expand | clear

a 000USD W LAY

42

Delete|  Save Updates| Complete

?

7

Supplier Name Received by

Dell Marketing LP Bridget Brown

DELIVERY

Attach/Link

?

For Selected Lines: | Remove Selected Items | Go

Add to

Bantity Line Status  Actions

Inventory

Returned for Replacemé!
@ This field is required

56575474574
© This field is required

Delete Save Updats

O
O

10. Enter reason for return in Notes section.

i) Adjustment — Original quantity of item will be increasing or decreasing
ii) Damaged — Item is damaged and will be replaced

iii) Not Ordered — Invoiced and sent additional item not ordered

iv) Over Shipment — Sent more items than ordered
v) Replaced / Substitute — Original item ordered on PO is being replaced by a different item

11. Select Returned For option. Either Returned for Credit Memo or Return for Replacement.

12. Enter the RMA No. provided by supplier.
13. Click on Complete button.

14.

15.

T
/

14. The Receipt Number and link is displayed for your return.
15. Click on the PO Number to add a comment about the returned item(s).

PORT_ReturnProces_20.1
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RETURN PROCESS
Last Updated on: 4/07/2020

@ECU MATERIALS MANAGEMENT All ~

Search (Alt+Q) Q 0.00USD W AVl 'S 3
Orders b Search b Purchase Orders b Status - PO P1315388
PO/Reference No. P1315388 Revision 0 Available Actions | Add Comment | Go
Supplier Dell Marketing LP

Status  Purchase Order Revisions | PO Approvals | Shipments | Change Requests | Receipts | Invoiggg Comments | Attachments (1) | History

a 2
General Information ? Document Status ?
PO/Reference No. P1315388 Workflow \/Comp\eted
Revision No. 0 (4/6/2020 5:12 PM)
. . Distribution The system distributed the purchase order using the method(s) view
Supplier Name Dell Markelipoemore inf.. indicated below the last time it was distributed:
Purchase Qrder Date SV erii] Fax: +1866-501-8285
Total 12,521.00 Manual
Requisigjsselumber 2841066 view | print Distribution Date/Time ~ 4/6/2020 5:11 PM
Equestor Name Charles Boulineau supplier sent To Supplier view
Reguestor Email boulineauc@ecu.edu
1 6 Requestor Phane +1919-328-1924
Line Item Status ?
Product Description Catalog No £y Unit Quanti Ext. Price Supplier Receiving Invoicing Matchin:
P 9 Packaging Price ty ) PP’ 9 9 9
1 v Dell Optiplex 50405  more info.. 4365435454 EA 102500 7EA  7.175.00USD SentTo Partially none Do not
Supplier Received Match
With
Returns
2 v Dell Latitude 6540 [EH moreinfo.. 7698769547567 EA 125000 3EA 3,750.00 USD SentTo Fully none Do not
Supplier Received Match
3 v" Dell Color Laserlet Printer D545 [ more infou. 34565467547 EA 399.00 4EA 1,596.00 USD Sent To Fully none Do not
Supplier Received Match
Subtotal 12,521.00
Shipping 0.00
Handling 0.00
Total 12,521.00 USD

16. Click on the Comments tab.

17.

17. Click on the Add Comment button to indicate reason for return for Materials Management and
Accounts Payable.

PORT_ReturnProces_20.1 Page 5 of 6



RETURN PROCESS
Last Updated on: 4/07/2020

18.
19.
18. Enter the reason for the return. Note: The comment will not be sent to anyone directly. It will be used to
document reason for return on the PO.
19. Click on Add Comment button.
20.

20. This completes the steps for this procedure. Click on ECU icon to return to the home page.

PORT_ReturnProces_20.1 Page 6 of 6



WITHDRAWING A REQUISITION
Last Updated on: 4/01/2020

1. Click the User icon.

2. Within the fly-out menu, select My Pending Requisitions.

Search Details

Type: Requisim
Date Range: All Dates

Workflow Status
Pending
Prepared For
Bridget Brown

o
a

*

Refine Search Results

Type

e B F

Requisitions

Date Range

All Dates

@mj MATERIALS MANAGEMENT

Orders » Search » Search Documents

[remove all]

Save New S5 Export Search

Purchase Order Number ~

< Back to Edit Search Start New Search

Showing 1 - 238 of 238 Results

Results Per Page

Requisition No.

2767660 L\

2745225 L4

2713196 L4

2703412 L4

2678532 Ly

2674767 L\

2618691 v

2560178 Ly

2560110

Supplier(s)

VWR Intl

Dell Marketing LP

Staples Inc

Fisher 5ci Co

Dell Marketing LP

Dell Marketing LP

Dell Marketing LP

Dell Marketing LP

Dell Marketing LP

Search (Alt+Q) Q
All Dates
Sort by: |Bes‘t match ~
Requisiti
quisition Requisitioner
Name
2019-09-19 Bridget
brownb 03 Brown
2019-08-22 Bridget
brownb 01 Brown
2019-07-18 Bridget
brownb 01 Brown
2019-07-11 Bridget
brownb 23 Brown
2019-06-12 Bridget
brownb 01 Brown
2019-06-05 Bridget
brownb 02 Brown
2019-04-09 Bridget
brownb 01 Brown
2019-02-21 Bridget
brownb 02 Brown
2019-02-21 Bridget
brownb 01 Brown

0.00USD W AV

4|Page1of 1 (x| ?

Date/Time

9/19/2019 12:43 PM
8/23/2019 745 AM
7/18/2019 357 AM
7/11/2018 3:08 PM
6/12/2019 5:05 AM
6/5/2019 850 AM
4/9/2019 12:27 PM
2/21/2018 407 PM

2/21/2018 406 PM

quisition

Total

0.00 USD

20,673.67 USD

507.56 USD

13,034.54 USD

981.90 UsSD

981.90 UsSD

2,500.00 USD

2,500.00 USD

2,500.00 USD

3. The blue arrows in a circular pattern indicate: Requisition Pending Approval. Note: You can only
withdraw requisitions that are pending approval.
4. Click on the Requisition No that you need to withdraw.

PORT_WithdrawingRegs_ver 20.1
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WITHDRAWING A REQUISITION
Last Updated on: 4/01/2020

5. Click on PR Approval tab.

6. Notice the queue where requisition is waiting for approval.
7. Click on View approvers.

PORT_WithdrawingRegs_ver 20.1 Page 2 of 4



WITHDRAWING A REQUISITION
Last Updated on: 4/01/2020

 »

8. The Workflow Step Approvers pop-up will provide a listing of approvers with contact information
(email & phone number). Important Note: Contact Division Approver, Materials Management, Central
Storeroom, Medical Storeroom, HS Funds, Foundations, or Grants if you are planning to withdraw
requisitions located in their queue.

9. Click on the Close button.

10.

11.

10. Select Withdraw Entire Requisition for the Available Action drop down box.
11. Click on Go button.

PORT_WithdrawingRegs_ver 20.1 Page 3 of 4



WITHDRAWING A REQUISITION
Last Updated on: 4/01/2020

13.
—>
12. Type reason for withdrawing requisition.
13. Click the OK button.
15.
14.

14. Notice that the status of the requisition indicates Withdrawn.
15. This completes the steps for this procedure. Click the ECU icon to go home.

PORT_WithdrawingRegs_ver 20.1 Page 4 of 4



CHANGE ORDER REQUEST

1.

Last Updated on: 4/16/2020

From the home page scroll down to find the Forms showcase. Click on Change Order Request sticker.

@ Change Order Request Form - Mogilla Firefox

Change Order Request Form

Enter Supplier

Currency

Distribution
The system will distribute purchase or
&) custom Supplier Distributi
Fax: +1 111-111-1111

Form Instructio

»inal PO Number

Route to Buyer

\

Requested Agtn

\

Internal Attachments

Add Attachments

External Info Instructions
Contract Start Date

Contract End Date

¥ & %S https://usertest.sciquest.com/apps/Router/FavoritesFormEdit? &FavoriteProductld= 187973 8wa

=

ntReloadOnClos ===

Awvailable Actions: | Add and go to Cart V| Go | Close

Supplier Info =

Dell
Dell Marketing LP

Dell Software Inc

Dellinger, Sheryl L
Purifoy, Della

ghod(s) indicated | Woollen, Della Rose

Request MNew Supplier

Use this form to modify an existing Purchase Order that has been sent to the
supplier. For example, if you need to change quantity or price information, assign
different accounting values, etc.

Please select... ol

1000 characters remaining expand | clear

Use this section of the Change Request Form to extend/renew an existing contract.
]
mm/dd vy

mm/ddfnny

2,
3.
4. Select desired supplier name.

PORT_ChanageOrderRequest_ver_ 20.1

A new window pops up to display Change Order Request Form.
Begin typing name of the new supplier until you see the desired supplier displayed.

Page 1 of 5




CHANGE ORDER REQUEST
Last Updated on: 4/16/2020

@ Change Order Request Farm - Mozilla Firefox — ] b4
¥ & %5 https)//usertestsciquest.com/apps/Router/FavoritesFormEdit?FavoriteProductld= 18797 3&FavPageContext=28& *** w #‘ =
— -~
Change Order Request Form Available Actions: | Add and go to Cart 4" Go| Close| &
s Info B
Supplier Dell Marketing LP more info...

select different supplier

Fulfillment Address PO Purchase Order 1: (preferred)
One Dell Way

EBldg RRS

Round Rock, TX 78682-0384 US
select different fulfillment center

uso

Currency

tion

/ The system will distribute purchase orders using the methad(s) indicated below:
&) custom Supplier Distribution selected

Fax: +1 111-111-1111

Form Instructions: Use this form to modify an existing Purchase Order that has been sent to the
supplier. For example, if you need to change quantity or price information, assign
different accounting values, etc.

ariginal PO Number __' P1312985

Route to By o Books White ~

d Action

|Mu|t|p|e Changes Requested (details below) ~

Details of Request Cancel line item 3 and change price for Sth item to

$287.05.

940 characters remaining expand | clear

5. Notice supplier information has been populated.

6. Enter appropriate information for the following fields: Original PO Number, Route to Buyer,
Requested Action, and Details of Request. Important Note: If your PO for the Change Order has
Foundations Funds, you will need to select appropriate foundation (Athletic, ECU or Medical
Foundation) for Route to Buyer.

7. Click Go button.

8. Click onlink Select from all values... for State Exempt.

PORT_ChanageOrderRequest_ver_ 20.1 Page 2 of 5



CHANGE ORDER REQUEST
Last Updated on: 4/16/2020

11.
 '
10.
—>
9.
9. Click drop-down box and select None of the Above. Note: You must select one of these options, but
none really apply.
10. Click Save button.
11. Click on Proceed to Checkout button. Note: Since this is a Change Order Request, you do not need
to make any other changes at the cart header.
12.

12. Click on the PR Approvals step in the workflow. Note: Since this is a Change Order Request, you do
not need to make any changes at the Review step (as long as you have set defaults for FOAP and ship
code).

PORT_ChanageOrderRequest_ver_ 20.1 Page 3 of 5



CHANGE ORDER REQUEST
Last Updated on: 4/16/2020

14.
13.
13. Notice steps the document will go through before the Change Order can be completed.
14. Click on Final Review guided workflow step. Note: You can click on view approver link for listing of
approvers and their contact information if needed.
15.

15. Click on Submit Requisition button.

PORT_ChanageOrderRequest_ver_ 20.1 Page 4 of 5



17.

16.

CHANGE ORDER REQUEST
Last Updated on: 4/16/2020

16. You can track the change order request with the Requisition number that is provided.

17. This completes the steps for this procedure. Click the ECU icon to go home.

PORT_ChanageOrderRequest_ver_ 20.1
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SHIP CODE MAINTENANCE
Last Updated on: 4/6/2020

1. From the home page, navigate to the Forms showcase and click on Ship Code Maintenance sticker.

PORT_ShipCodeMaintenance_ver_20.1 Page 1 of 5



5.

6.

\ A

SHIP CODE MAINTENANCE
Last Updated on: 4/6/2020

A new window pops up to display the Ship Code Maintenance Form.

Select either Create New Ship Code radio button or Edit Existing Ship Code radio button. Note: You
need to provide the ship code if your requesting an edit to an exist ship code

Provide the following information as appropriate for the shipping address: Department, Street,
Building, Floor / Room, City, State, and Zip Code. Note: Provide the name if the ship code is
outside Greenville, NC.

If you are requesting a ship code that is outside Greenville, NC, you will need to provide a business
reason for the requested address.

Click the Go button.

PORT_ShipCodeMaintenance_ver_20.1 Page 2 of 5



SHIP CODE MAINTENANCE
Last Updated on: 4/6/2020

Select None of the Above for State Exempt.

Click on Save button.

Click on Proceed to Checkout button. Important Notes: Since this is a Ship Code Request, you do
not need to make any changes at the cart header, and you DO NOT combine this request on the same
cart as a regular requisition or Change Order Request.

wo N

PORT_ShipCodeMaintenance_ver_20.1 Page 3 of 5



SHIP CODE MAINTENANCE
Last Updated on: 4/6/2020
2 IS e Al - Search (Alt+Q) a 0.00USD W (VTR A 2

~

Orders » Search b Reguisitions b Summary - 2941063 - Draft Requisition

v Internal Note Order Info | & FOAPAL / Ship Codes m Submit Requisition

1) Go to Express Checkout 4, Return to shopping cart 1) Continue Shopping

& All done! The required information has been completed and this request is ready to be submitted.

Once you have reviewed the details, you may continue by clicking the button at the top of the page.

Requisition PR Approvals | PO Preview  Comments | Attachments | History

Summi General FOAPAL / Ship Codes Supplier Info Taxes/S&H & 7

Hide pe#fder Hide value descriptions
General ? Internal Note ? Order Info ?
Priority Normal Internal Info Order Info
Department Administration and Business Purpose / Backup Required x
10. Finance (Administration Note ta Approvers Pricing Ref #
and Finance) State Exempt None of the Above Special Instructions  None
Prepared by Bridget Brown Internal Attachments Notes to Suppliers
Prepared for Eridget Brown Add Attachments Attachments for all suppliers
Cart Name 2020-04-06 brownb 03
~ Add Attachments
Accounting Date
Accruals PO Clauses
100 NCT&C
200  Funds
Bill To 300 ECU PO conditions
East Carclina University
Accounts Payable view all clauses - (3)
120 Reade St.
Fin. Srv. Bldg.
ACCOUNTSPAYABLE@ecu.edu
Greenville, NC 27858-4353
United States
View/edit by line item...
10. Click on PR Approvals step in the workflow. Note: Since this is a Ship Code Request, you do not
need to make any changes at the Review step (as long as you have set defaults for FOAP and ship
code).

\

11. Notice Forms Approval step for this request. Note: PORT Administrators are approvers for completing
the request.

12. Click on Final Review step.

PORT_ShipCodeMaintenance_ver_20.1 Page 4 of 5



SHIP CODE MAINTENANCE
Last Updated on: 4/6/2020

Al -

Orders » Search » Reguisitions b Summary - 29410563 - Draft Reguisition

¥ Internal Mote Order Info FOAPAL / Ship Codes w
4

Search (Alt+Q) Q

0.00USD W

eckout 4 Return to shopping cart

0 K

4 2

Submit Requisition

1) Continue Shopping

e All d, i red information has been completed and this request is ready to be submitted.

13.

Once you have reviewed the details, you may continue by clicking the button at the top of the page.

Requisition PR Approvals | PO Preview | Comments | Attachments | History

Summary General

FOAPAL / Ship Codes Supplier Info Taxes/S8H
Hide header
General & Internal Note & Order Info
Priority Mormal Internal Info Order Info
Department Administration and Business Purpose / Backup Required x

Finance (Administration Mote to Approvers Pricing Ref #
and Finance) State Exempt Mone of the Above Special Instructions  None
Prepared by Bridget Brown Internal Attachments

MNotes to Suppliers

Prepared for Bridget Brown

2020-04-06 brownb 03

Add Attachments Attachments for all suppliers
Cart Name

R Add Attachments
Accounting Date

Accruals PO Clauses

100 NCT&C

200 Funds
Bill To edit 300 ECU PO conditions
East Carolina University

Accounts Payable

120 Reade St.

Fin. Srv. Bldg.
ACCOUNTSPAYABLE@ecu.edu
Greenville, NC 27858-4353
United States

View/edit by line item..,

13. Click on Submit Requisition button.

15.

14.

14. You can track your ship code request with the Requisition number that is provided.
15. This completes the steps for this procedure. Click the ECU icon to go home.
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SEARCH BY DOCUMENT NUMBER
Last Updated on: 7/17/2020

1. Perform a Quick Search for any document type by using the search bar.

2. Select All from the drop-down menu to retrieve any document related to the number typed into
the Search Bar.
Note: Select a specific document type from the list if appropriate.
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SEARCH BY DOCUMENT NUMBER
Last Updated on: 7/17/2020

—>

3. Type your document number and click the Search icon.
4. Click the document number for the Purchase Order to open the document.

Note: Related documents can be found in the Quick Search including Requisitions and
Receipts.

5. From the open document, use the navigation tabs to retrieve more details about the document.
6. Related documents can be recalled including Receipts, e-Invoices, and the Requisition.
7. This completes the steps for searching by document number.
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VIEW ALL DOCUMENT HISTORY
Last Updated on: 4/01/2020

1. Open any document (Requisition, Purchase Order, Receipt, or Invoice) in PORT. In this example, we
will use a Purchase Order.
2. Click on the History tab.

T~

3. Click on Click to filter history.
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VIEW ALL DOCUMENT HISTORY
Last Updated on: 4/01/2020

4. Click the Filters drop down box and choose Select Filter.

5. Click the Shows history for drop down box and choose All.
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VIEW ALL DOCUMENT HISTORY
Last Updated on: 4/01/2020

/

6. Click Apply button. This will allow you to see all document history for the Purchase Order (Requisition,
Purchase Order, Receipt, and Invoice if the supplier is an e-Invoice supplier).

7. From here you can change Results per page or click on next page to see all document history.
8. This completes the steps for this procedure. Click on ECU icon to return to the home page.
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Document Search Results
Last Updated on: 7/17/2020

-

1. Hover on Orders icon then Search.
2. Select Purchase Orders.

\

3. Document visibility is controlled by institutional division. The default date parameter is Last 90

days.
4. Search result columns can be displayed in ascending or descending order for PO Number,

Created Date, and Total Amount.
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Document Search Results
Last Updated on: 7/17/2020

5. Click the Configure Columns icon to modify the columns of data displayed in your search result.

Check the check box in any value to be displayed in the search results pane.

7. The list on the right are the currently displayed values in the search results pane. The order of
their position to be displayed can be modified by clicking the up and down arrows to change
position of dragging the value to the position desired.

o
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Document Search Results
Last Updated on: 7/17/2020

8.
—>
9.
8. Scroll down the optional values list to find Receipt Status. Check the box to add the value to your
search result display.
9. Click Apply
10.

10. Notice the Receipt Status column has been added to your search results.
11. Click on the Configure Columns icon to make the displayed columns your default.
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12,

13.

Document Search Results
Last Updated on: 7/17/2020

12. Check the Pin Columns as my defaults box to pin your selected filters so that they become your

default filters each time you return to the search.
13. Click Apply

PORT_Document_Search_Results_ver 20.2
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DOCUMENT SEARCH - USE QUICK FILTERS
Last Updated on: 7/17/2020

1. Hover on Orders icon then Search.
2. Select Purchase Orders.

Y

3. Refine your search results with Quick Filters. Top search results will display and can be selected
by clicking the text. Expand the results by clicking Show More. Selecting a value from the Quick
Filter list will add the Filter to your current search. For this example, Dell Marketing LP will be
selected.

Note: Document visibility is controlled by institutional division.

4. Click Add Filter to refine your search.
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DOCUMENT SEARCH - USE QUICK FILTERS
Last Updated on: 7/17/2020

/ —

5. The action of selecting a supplier in the Quick Filter list has added the Supplier Filter to your
search.

[

6. Scroll down the Filter options list to find the appropriate filter.
7. For this example, check the box for Organization.
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DOCUMENT SEARCH - USE QUICK FILTERS
Last Updated on: 7/17/2020

8. Select a value from your profile or search from all values.

I

9. Click Apply to define the Filter parameter.
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10.

DOCUMENT SEARCH - USE QUICK FILTERS
Last Updated on: 7/17/2020

10. Click the Pin Filters option to pin your selected filters so that they become your default filters

each time you return to the search.
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ENHANCED DOCUMENT SEARCH OPTIONS
Last Updated on: 7/17/2020

\

1. Hover on the Orders icon.

2. Hover on Search then select the Purchase Orders link.
Note: Elastic search procedures can be performed for Requisitions, Purchase Orders, E-
Invoices, and Receipts.

3. Notice options to search by Date, specific document number in Quick Search, and Add Filters.
By default, all your purchase orders created in the last 90 days are displayed.
4. Click the dropdown to modify the date range.
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ENHANCED DOCUMENT SEARCH OPTIONS
Last Updated on: 7/17/2020

5. Click to dropdown to select a specific date range.

6. Select Fiscal Year-To-Date.

7. Click Apply to set this search parameter.
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ENHANCED DOCUMENT SEARCH OPTIONS
Last Updated on: 7/17/2020

10.

8. Note to results. Your search has been narrowed to the date range.
9. Click on Add Filter to further refine your search.

1.

12,

13.

10. Scroll or begin to type the field name to select all appropriate fields.
11. Check the box to add the filter to your search.

\>
/

12. Note the Fund field has been added to your search parameters.
13. Click the dropdown to select Starts With.
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ENHANCED DOCUMENT SEARCH OPTIONS
Last Updated on: 7/17/2020

15.

14. Selecting Funds that start with 11 will narrow your search to only State Funds. Type 11 or any

appropriate Fund number.

15. Click Add to add additional Funds or Click Apply for this parameter.
16.
17.

16. Your search has been refined by Date and Fund fields. Note the results.

17. Click Add Filter to refine your search by Receipt Status.
19.

—>
4'

18.

18. Scroll to find Receipt Status.
19. Click the Check Box to select this field.
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ENHANCED DOCUMENT SEARCH OPTIONS
Last Updated on: 7/17/2020

20.

 ?

21.

20. Click the dropdown to select all appropriate Receipt Status types. Select No Receipts and
Partially Received. These parameters will narrow your search to include only those purchase
orders requiring receipts.

21. Click Apply.

22. \

23.

22. Note your refined Results due to adding Receipt Status.
23. Select Add Filter to add PO Number to your search parameters.

24,

24. Click the Check Box to add PO Number.
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ENHANCED DOCUMENT SEARCH OPTIONS
Last Updated on: 7/17/2020

25.

26. fﬂ

25. Refine the PO Number field by entering a value.

26. Type “P” to refine your search to purchase orders beginning with the letter “P” only and
click Apply.
Note: Only purchase orders beginning with “P” require receipts. Purchase Orders beginning with
“EC” or “CC” will not require receiving.

28.

27. Note the Results of your from adding the Filters.
28. You can open the purchase orders by Clicking the PO number.

/’
29.

29. You can take action directly from the search by choosing an option from the Action icon.
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ENHANCED DOCUMENT SEARCH OPTIONS
Last Updated on: 7/17/2020

30.

30. Click Save As to save the added Filters for quick access.

31.

32. /

—

31. Complete the Nickname field with a relevant title for your saved search.
32. Select a folder to record your saved search then click the Save button.
Note: Click Add New to create a folder destination.

33.

33. A Success message will display once the new saved search has been recorded.
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ENHANCED DOCUMENT SEARCH OPTIONS
Last Updated on: 7/17/2020

34. \
/V

35.

34. To recall your saved search, click on My Searches
35. Click on the desired saved search to execute a search with the pre-saved filters.

/

36.

36. The filters saved in your Favorite Searches will not have to be selected manually and can be
executed from the My Searches menu anytime.
Note: See the total Results

37. The completes the procedure for Enhanced Document Search.

PORT_EnhancedDocSearchOptions_ver_20.2 Page 8 of 8



MY PURCHASE ORDERS
Last Updated on: 7/17/2020

1. Hover on Orders icon then My Orders.
2. Select My Purchase Orders.

3. The My Purchase Order option will display purchase orders created in the last 90 days,
prepared by the active user.
4. Click Add Filter to refine your search.
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MY PURCHASE ORDERS
Last Updated on: 7/17/2020

5. Begin typing Organization and click the Check Box for Organization to refine your search to a
specific Organization number.

6. Select from the Is Equal To option. The dropdown will allow you to select preset values from your
profile or search from all available values.
7. Select a value and Click Apply.
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MY PURCHASE ORDERS
Last Updated on: 7/17/2020

8. Note the results and repeat Step 4 to add additional search parameters.
9. This completes the steps for the procedure.
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APPROVALS
Last Updated on: 4/02/2020

N\

1. Hover on the Orders icon.

2. Hover on Approvals then select the appropriate approval document link. For demonstration, the
Requisitions to Approve link will be selected.

3. Approval folders with documents pending approval will display according to departmental assignments.
Click on the appropriate folder.

4. Filters are available for refining your searches in your approval queues: Date, Priority, Supplier,

Prepared by, Form Type, Custom Fields, Current Workflow Step, State, Department, Assigned

Approver, Prepared For, and Status Flags. This will require scrolling to see remaining filters.
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APPROVALS
Last Updated on: 4/02/2020

5. Note details that are available for each document: Requisition No., Suppliers, Assigned Approver,
PR Date/Time, Requisitioner, Amount, Requisition Name, No of line items, & Folders.

6. Notice the paper clip icon for attachments and the red exclamation icon to indicate Urgent priority.
Note: If you do not need to review the requisition before assigning it to yourself, skip to step 12.

7. Click on the requisition #. Note: Before assigning a requisition for approval, it is recommended that you
review the document first to ensure that you have time to complete the approval. You cannot make any
changes to the requisition while you are reviewing it.

e

10.

8. Navigation of the Organization Approval folder is available for requisitions pending approval.
9. The Summary Tab displays the document header information.
10. Click on FOAPAL / Ship Codes tab to view line item details of requisition.
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1.

12,

11. Scroll down to page to view the all line item details, click on the Requisition tab or Back to Approvals.

APPROVALS
Last Updated on: 4/02/2020

12. Click on Assign button that corresponds with requisition you need to approve.

PORT_Approvals_ver 20.1
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APPROVALS
Last Updated on: 4/02/2020

13.

13. Click on My PR Approvals folder.

14.

14. The requisition is now assigned to you. Note: Other approvers for this Organization folder cannot
approve or modify the requisition while you have it assigned to yourself.
15. Click on requisition #.
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APPROVALS
Last Updated on: 4/02/2020

16.
—>
16. Now you can make appropriate edits to requisition. Click on edit button under Order Info section.
17.
18.

17. In this example, we will select Backup Required check box.
18. Click Save button to keep changes.
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APPROVALS
Last Updated on: 4/02/2020

19.
—>

20.
21.

19. Notice the change was updated.

20. To open an attachment, click on document name link.

21. Scroll down the requisition for Header level edits.
22,

_>
23.
—>

24,

22. If necessary, click FOAPAL edit button which will allow changes to FOAPAL string for every line item.
See Review Cart Header procedure, steps 17 — 29.

23. If necessary, click Ship Code edit button which will allow changes to shipping information for every line
item. See Review Cart Header procedure, steps 31 —43.

24. Scroll back to the Header and click on FOAPAL / Ship Codes tab to make changes at line item level.
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APPROVALS
Last Updated on: 4/02/2020

25.

25. Scroll down the page to view line item details.

27.

26.

26. To reject a line item, select the check box for the item.
27. With Reject Selected Items selected, click the Go button.
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APPROVALS
Last Updated on: 4/02/2020

28.
28. The Add Note pop-up becomes visible for you to indicate the reason for rejecting line item. After
entering the reason, click on Reject Line Item button.
30.
31. —>
—>
29.

29. Notice that the icon for the 2" line item has changed to Pending Rejected Line Item. Note: Once you
Approve / Complete this document, the status will change to Rejected.

30. If necessary, click FOAPAL edit button to allow changes to FOAPAL string for selected line item. See
Review Cart Header procedure, steps 17 — 29.

31. If necessary, click Ship Code edit button to allow changes to shipping information for selected line item.
See Review Header Items procedure, steps 31 — 43.
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APPROVALS
Last Updated on: 4/02/2020

32.

32. After completing all review / edits, scroll to top of page.

33.

33. The default value in Available Actions drop down box is Approve/Complete & Show Next. For this

example, we will select Approve / Complete Step and click Go button.
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34.

APPROVALS
Last Updated on: 4/02/2020

34. This completes steps for this procedure. Click on ECU icon to return to home page.
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APPROVALS - QUICK VIEW
Last Updated on: 4/02/2020

1. Hover on the Orders icon.
2. Select Approvals and then click on Requisitions to Approve.

3. Click on one of the approval folders to view the listing of requisitions
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APPROVALS - QUICK VIEW
Last Updated on: 4/02/2020

4. Notice # of Pending requisitions for this Organization. In reviewing the requisitions in the folder, you
can determine Requisition No., Suppliers, Assigned Approver, PR Date/Time, Requisitioner,
Amount, Requisition Name, No. of line items, This PR has notes, and Folders.

5. To complete a Quick View approval of a requisition within your approval queue, click on Quick View
icon.

/'

6. The Quick View overlay is now displayed, allowing you to determine if you can complete a quick
approval.

7. From here, you can complete the following actions: Assign, Approve, Print, and Close.

8. Scroll down Quick View overlay to see item information for the requisition.
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APPROVALS - QUICK VIEW
Last Updated on: 4/02/2020

9. After reviewing all the items, scroll back to the top of the Quick View.

10.

10. Click Approve button to complete Quick View approval for this requisition. Note that if you determine
you need to spend more time reviewing the order, you can click on Assign button.
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12

1.

APPROVALS - QUICK VIEW
Last Updated on: 4/02/2020

11. The Quick View Approval action removed this requisition from your approval folder.
12. This completes steps for this procedure. Click on ECU icon to return to home page.
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APPROVALS - RETURN TO SHARED FOLDER
Last Updated on: 4/02/2020

1. The following steps will show how to return a requisition to shared Organization folder in the scenario
where you do not have time to complete an approval. Click on requisition # in Approval folder.

2. Select Return to Shared Folder as the Available Actions.
3. Click on Go button.
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APPROVALS - RETURN TO SHARED FOLDER
Last Updated on: 4/02/2020

4. Click on Return to Approvals link.

e

5. Notice that requisition was removed from My PR Approvals folder and is now in Organization folder.
6. This completes steps for this procedure. Click on ECU icon to return to home page.
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APPROVALS - RETURN TO REQUISITIONER
Last Updated on: 4/02/2020

1. The following steps will show how to return a requisition to requisitioner for changes to be made to the
document. Click on requisition # in My PR Approvals folder.

2. Select Return to Requisitioner as Available Actions.
3. Click on Go button.
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APPROVALS - RETURN TO REQUISITIONER
Last Updated on: 4/02/2020

4. Enter a detailed reason for returning requisition back to requisitioner.
5. Click Return to Requisitioner button.

6. The requisition has been returned to the requisitioner and is no longer listed in My PR Approvals
folder. This completes steps for this procedure. Click on ECU icon to return to home page.
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APPROVALS - FORWARD TO
Last Updated on: 4/02/2020

1. The following steps will show how to forward a requisition to another Division Approver for this Org
folder in the event you cannot complete approval. Click on requisition # in My PR Approvals folder.

2. Select Forward to... as Available Actions.
3. Click on Go button.
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APPROVALS - FORWARD TO
Last Updated on: 4/02/2020

4. Enter Last Name of a Division Approver in the User Search pop-up.
5. Click the Search button.

6. Click {select} link.
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APPROVALS - FORWARD TO
Last Updated on: 4/02/2020

7.

8.
7. Enter an appropriate note in Forward to... pop-up.
8. Click Forward button.

10.

9. /

9. You are taken back to My Approvals.
10. This completes steps for this procedure. Click on ECU icon to return to home page.

PORT_ApprovalsForwardTo_ver_20.1 Page 3 of 3



APPROVALS - PLACE ON HOLD
Last Updated on: 4/02/2020

1. The following steps will show how to place a requisition on hold to indicate that you are waiting for
additional information. Click on requisition # in My PR Approvals folder.

2. Select Place on Hold as Available Actions.
3. Click on Go button.
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APPROVALS - PLACE ON HOLD
Last Updated on: 4/02/2020

4. Enter Hold Reason in Place on Hold pop-up.
5. Click Place on Hold button.

7

6. Note on hold icon indicates status of requisition in My PR Approvals queue.
7. Approval can be completed once the required information has been received. This completes steps for
this procedure. Click on ECU icon to return to home page.

PORT_ApprovalsPlaceonHold_ver 20.1 Page 2 of 2



APPROVALS - ADD COMMENTS
Last Updated on: 4/02/2020

1. The following steps will show how to place comments in history and in Comments tab for a requisition.
Click on requisition # in My PR Approvals folder. Important Note: Once you add a comment, it cannot
be edited or deleted.

2. Select Add Comment as Available Actions.
3. Click on Go button.
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APPROVALS - ADD COMMENTS
Last Updated on: 4/02/2020

4. Enter Comment in Add Comment pop-up.

5. Select the requisitioner and other approvers as an option if you want them to receive an email
notification for the comment on the document. You can also click add email recipients... for other
active PORT end-users that may need to receive a notification.

6. Click on Add Comment button.

\

7. Click on History tab to view the comment.
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APPROVALS - ADD COMMENTS
Last Updated on: 4/02/2020

\

 »

8. Notice comment in History.
9. You can also click on Comments tab to view the comment.

11.

o

10.

10. Notice comment in the Comments tab.

11. This completes steps for this procedure. Click on ECU icon to return to home page.
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APPROVAL - COPY ADDRESS FROM HEADER
Last Updated on: 4/02/2020

1. Hover on the Orders icon.
2. Hover over Approvals and then click on Requisitions to Approve.

3. Click on Assign button for desired requisition.
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APPROVAL - COPY ADDRESS FROM HEADER
Last Updated on: 4/02/2020

/

4. Note that requisition now shows you as an approver for the requisition.
5. Click on Requisition # for approval.

6. Click on FOAPAL / Ship Codes tab to view line item details of requisition.
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APPROVAL - COPY ADDRESS FROM HEADER
Last Updated on: 4/02/2020

7.\

7. Note link Copy to other lines.
8. Scroll down the page to see the different ship codes for the line items.

10.

9. Note different ship codes for line items.
10. Scroll up page. For this example, we will copy header ship code to all line items.
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APPROVAL - COPY ADDRESS FROM HEADER
Last Updated on: 4/02/2020

11. \

11. Click on copy to other lines link.

12,

13.

12. Note Ship To pop-up window. Click on top check box. This will automatically select all line items to
ensure that all items have same ship code. Note: You can also just select line items that you want to
update with header ship code address.

13. Click Copy button.
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APPROVAL - COPY ADDRESS FROM HEADER
Last Updated on: 4/02/2020

15.
—>
14,
14. The copy to other lines link is no longer visible.
15. Scroll down the page.
16.

16. Note that all line items have the same ship code as the header.
17. This completes steps for this procedure. See Approval procedure to complete processing of requisition.
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EMAIL APPROVALS
Last Updated on: 4/02/2020

1. To utilize Email Approvals feature, you must have PR pending Workflow approval email preference
set to Email or Email & Notification within your user profile. Navigate to Notification Preferences
within your user profile and select Shopping, Carts & Requisitions from the expanded menu.

2. Select Edit Section to modify notifications for Shopping, Carts & Requisitions.
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EMAIL APPROVALS
Last Updated on: 4/02/2020

—>

3. Click the Override radio button and select Email & Notification from the dropdown menu.
4. Click Save Changes.

5. Note the saved changes. You will now receive a notification email for requisition approval request.
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EMAIL APPROVALS
Last Updated on: 4/02/2020

6. Set your Email Approval Code. Navigate to Update Security Settings and click on Change Email
Approval Code.

7. Enter a new approval code and click Save Changes.
Note: Additional user permission: Approve/Reject Requisitions via email is required. Send email
request for permission update to PORT@ecu.edu.
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EMAIL APPROVALS
Last Updated on: 4/02/2020

10.

8. Open the PORT enhanced approval email to see details of the requisition and take action.

9. Note Summary, Approval Folder, Details, and line item information.
10. Scroll down email to see more details for requisition and take action.
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EMAIL APPROVALS
Last Updated on: 4/02/2020

11.

11. For this example, we will click on the Take Action button to approve this requisition.

12,

13. —>

12. A browser window will open with the requisition details.
13. Scroll down to view further details and take action on the requisition.
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EMAIL APPROVALS
Last Updated on: 4/02/2020

14, /
\

15, p———p

14. Use the expansion arrows to review details for the requisition.
15. Enter your Email Approval Code.
16. Click the Approve button.

17. I

17. A Success message will display, and the requisition will continue through workflow. This completes the
steps for the email approvals procedure.
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APPROVALS - ASSIGN SUBSTITUTIONS FOR ALL FOLDERS
Last Updated on: 4/02/2020

1. Click on the Orders icon, hover over Approvals and select Assign Substitute Approvers-
Requisitions link.

2. Click on Assign Substitutes to all approval folders button. Note: The same steps can be taken for
individual approval folders by click on corresponding Assign button or check box.
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APPROVALS - ASSIGN SUBSTITUTIONS FOR ALL FOLDERS
Last Updated on: 4/02/2020

|

—>
*

3. Enter an active PORT approver’s Last Name in Substitute Name field and select when name,
username, and email address is displayed.
4. In this example, we click on Include Date Range for Substitution check box.

5. Select appropriate date\time for Start Date and End Date to indicate the length of time that you will
assign a substitute approver.
6. Click on Assign button.
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APPROVALS - ASSIGN SUBSTITUTIONS FOR ALL FOLDERS
Last Updated on: 4/02/2020

10.

7

7. Note: If your substitute is already an approver for any of your folders, you will see the appropriate
message in a pop-up window.

8. The Substitute will be listed as an approver for each approval folder.

9. When you are ready to end substitution for all approval folders earlier than date specified, click on End
Substitute for All Requisition Folders button. In addition, you can end substitution early for individual
approval folders by clicking on Remove button.

10. This completes steps for this procedure. Click on ECU icon to return to home page.
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APPROVALS - FILTERS & SORTING
Last Updated on: 4/02/2020

@FIJU MATERIALS MANAGEMENT Al ~ Search (Alt+Q) Q 0.00USD W AV 4 2

Orders » Approvals » Requisitions to Approve

Group Results By:

Total Results Found: 957 All Dates Go

Sort by: | Folder Entry date newest first v ?
Filtered by Hide requisition details = expand all [ collapse all Results per folder:
Type: Requisitions My PR Approvals [8 results]
Qate Range: All Dates

viewwgprovals For: Bridget Brown _| Athletic Foundations Approval [29 results]

| Buyer Unknown [8 results]
_ | ECU Foundation Funds-1 [12 results]

Filter My Approvals ? _ | ECU Foundations Approval [235 results]
. ITCS Fund 141507 [1 result]
Type
| Organization: 230601 (AF Purchasing): (All Values) [660 results]
Requisitions ~
N | Organization: 230603 (AF Medical Stores): (0.00 - 4,999.99) USD [8 results]
Date Range _ Organization: 230603 (AF Medical Stores): (5,000.00 - 99,999,999.99) USD [1 result]
A1l Dates " _| Organization: 920101 (FD ECU Foundation): (0.00 - 2,499.99) USD [1 result]
| Organization: 920301 (FD Alumni Association): (0.00 - 2,499.99) USD [1 result]
Folders Te _| Organization: 920401 (FD ECU Medical Foundation): (0.00 - 2,499.99) USD [1 result]

Organization: 230601 (AF Purchasing):
(All Values) (660)

ECU Foundations Approval (235)

Athletic Foundations Approval (29)

ECU Foundation Funds-1

12) [more]

1. Click on one of approval folders to view listing of requisitions.

@FEU MATERIALS MANAGEMENT All = Search (Alt+Q) Q 0.00UsSD W oK & 2

Orders » Approvals » Requisitions to Approve

Group Results By:

Total Results Found: 957 All Dates Go

Sort by: | Folder Entry date newest first d ?
Filtered by Hide requisition details L= expand all [ collapse all Results per folder:

Type: Requisitions
Date Range: All Dates
View Approvals For: Bridget Brown

_ My PR Approvals [8 results]

| Athletic Foundations Approval [29 results]

_| Buyer Unknown [8 results]
| ECU Foundation Funds-1 [12 results]

Filter My Approvals _| ECU Foundations Approval [235 results]

| ITCS Fund 141507 [1 result]

Type

60 results] 4 Page of33 | »

PR Date/Time Requisitioner Amount Action L[]

4 L Organization: 230601 (AF Purchasing): (All

Requisiticns ~

Date Range

2036991 . Delllse ing LP Charles 4/1/2020 3:35 PM Charles Boulineau 2,411.23 UsD

All Dates Boulineau
Tquisition 2020-04-01 boulineauc 03 | Folders . [Crganization: 230601 (AF
N 0 Days since submission Purchasing): (All Values) |
Folders ame o
. MNo. of line 3
Organization: 23053 Purchasing): iterme
T Foundations Approval (235) 2032608 . Dell Marketing LP Not Assigned  3/29/2020 8:18 PM Charles Boulineau 103,200.00 USD | Assign | [ ]
Athletic Foundations Approval (29)
ECU Foundation Funds-1 Requisition 2020-03-29 boulineauc 03 _| Folders B L [Crganization: 230601 (AF
3D b
(12) [mere] MName ays since submission Purchasing): (All Values) |
B No. of line 1
Priority e
Normal {(965)
2932463 ., Dell Marketing LP Not Assigned  3/29/2020 817 PM Charles Boulineau 11,200.00 USD  Assign O
Supplier Te
B Requisition 2020-03-29 boulineauc 01 | Folders 3 Days since submission [Crganization: 230601 (AF
Dell Marketing LP (441) Name ¥ Purchasing]: (All Values) ]
Govconnection Inc (167)
MNo. of line 1
CDWG LLC (55) itams
Life Technologies Corp (53) [more]

2. Note filters available for refining your searches in your approval queues: Date, Priority, Supplier,
Prepared by, Form Type, Custom Fields, Current Workflow Step, State, Department, Assigned
Approver, Prepared For, and Status Flags. This will require scrolling to see remaining filters.
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APPROVALS - FILTERS & SORTING
Last Updated on: 4/02/2020

3. For 1¢tfilter, select Non-Catalog Form under Form Type filter.

@FijU MATERIALS MANAGEMENT

Orders » Approvals » Requisitions 1o Approve

»

h |

Group Results By:

&

[+ ] Filte[edd

L
Type: Requisitions
Date Range: All Dates

View Approvals For: Bridget Brown

[remove all]

& B

Form Type
Non-Catalog Form

®

Filter My Approvals ?

Type

Requisitions ~

Dl
ar
&

Date Range

All Dates hd

Folders Te

Organization: 230601 (AF Purchasing):
All Values) (516)

ECUNQundations Approval (189)

Athletic ™Mgndations Approval (29)

ECU Founda Funds-1 I ]
12) more;

Priority

Normal (759)

Supplier Te

Dell Marketing LP (412)

All ~

Total Results Foumsl 754

Search (Alt+Q) Q 0.00USD W o,

All Dates

Sort by: | Folder Entry date newest first d

Hide requisition details == expand zall [ collapse all

| My PR Approvals [5 results]

Results per folder:

_ | Athletic Foundations Approval [29 results]

_| ECU Foundation Funds-1 [12 results]
| ECU Foundatiens Approval [189 results]
| ITCS Fund 141507 [1 result]

4 | Organization: 230601 (AF Purchasing): (All Values) [516 results]

Requisition No. Suppliers: Assigned
Approver
2932608 .1 Dell Marketing LP  Not Assigned
Requisition 2020-03-29 boulineauc 03
MName
Na. of line 1
items
2032463 . Dell Marketing LP  Not Assigned
Requisition 2020-03-29 boulineauc 01
Name
No. of line 1
items
2927721 =2 Dell Marketing LP Mot Assigned
Requisition 2020-02-24 boulineauc 03
MName
No. of line 1
items
2927506 - Example Supplier Mot Assigned

20.1

PR Date/Time Requisitioner Amount

3/29/2020 8:18 PM Charles Boulineau 103,200.00 USD

__| Folders [Organization: 230601 (AF

Slrav=bacelsubneeioy Purchasing): (All Values) ]

3/29/2020 8:17 PM Charles Boulineau 11,200.00 USD

| Folders [Crganization: 230601 (AF

3 Days si bmi
ays since submission purchasing): (All Values) ]

3/24/2020 12:51 PM Charles Boulineau 11,200.00 USD

| Folders [Crganization: 230601 (AF

8 D i bmi 3
ays since submizsion Purchasing): (All Values) ]

3/24/2020 11:43 AM Chance Kornegay 10,000.00 USD

4. Note that Total Results Found has been update based on filter.
5. For the 2" filter, click on add filter icon for Supplier.
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APPROVALS - FILTERS & SORTING
Last Updated on: 4/02/2020

6. Select desired suppliers for filter. Note: This option will allow multiple selections.

7. Click Save button.

@ECIJ MATERIALS MANAGEMENT

Orders ¥ Approvals b+ Requisitions to Approve

Group Results By: -

iltered by

Type: Requisitions
Date Range: All Dates

View Approvals For: Bridget Brown

[remove all]
Supplier

Dell Marketing LP
Form Type
Non-Catalog Form

All Dates
Other
Custom Date Range
Before X Date
After X Date
Last X Days
Next X Days
Before the Last X Days
After the Last X Days
From X Days Through Y Days Ago
Days
Last 7 days
Last 20 days
Last 60 days
Last 90 days
Last 120 days
Yesterday
Today
Last Week
This Week
Calendar

_| My PR Approvals [4 results]

All = Search (Alt+Q) Q 0.00USD W [v I8 A 2
Total Results Foumd: 408 All Dates Go
Sort by: | Folder Entry date newest first ~ ?
Hide requisition details L= expand all [ collapse all Results per folder:

_| Athletic Foundations Approval [5 results]

| ECU Foundation Funds-1 [1 result]

| ECU Foundations Approval [168 results]

| ITCS Fund 141507 [1 result]

4 L= Organization: 230601 (AF Purchasing): (All Values) [227 results]

Requisition No. iers: Assigned

Approver

2032608, Dell Mot Assigned

Marketing LP

Requisition 2020-03-29 boulineauc 03
Mame

No. of line 1

items

2932463 |, Dell Not Assigned

Marketing LP

Reguisition 2020-03-29 boulineauc 01
MName

No. of line 1

items

2927721, Dell Mot Assigned
Marketing LP

Requisition 2020-03-24 boulineauc 03
Name

PR Date/Time Requisitioner

103,200.00 USD | Assign O

3/29/2020 8:18 PM Charles Boulineau

[Organization: 230601 (AF
Purchasing): (All vValues) ]

-~ Folgers 3 Days since submission

11,200.00 USD | Assign| [J

3/29/2020 8:17 PM Charles Boulineau

[Organization: 230601 (AF
Purchasing): (All Values) ]

leicers 3 Days since submission

3/24/2020 12:51 PM Charles Boulineau

11,200.00 USD  Assign O

[Crganization: 230601 (AF
Purchasing): (All Values) ]

| Folders 8 Days since submission

8. Note Total Results Found has been updated based on filter.
9. For last filter, click Date Range combo box and select an appropriate range.
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APPROVALS - FILTERS & SORTING
Last Updated on: 4/02/2020

10.

11.

12,

10. Note Total Results Found has been updated based on filter.
11. Select the Sort by combo box and note options for sorting your approvals.

12. For this final example, we will select Total high to low.

14.

13.

Type

Requisitions b
Date Range

Last 60 days ~
Folders T

Organization: 230601 (AF Purchasing):
(All Values) (35)

ITCS Fund 141507 (1)

My PR Appravals (1)

Priority
Normal (37)

Prepared By Te
Charles Boulineau (28)

Chance Kornegay (7)

Bridget Brown (2)

items

2927721 =, Dell Not Assigned

Marketing LP

Requisition 020-03-24 boulineauc 03

Name
MNo. of line 1
items

2932463 ., Dell Not Assigned

Marketing LP

Requisition 2020-03-29 boulineauc 01
Name

No. of line 1

items

2887915 ., Dell Mot Assigned

Marketing LP

Requisition 2020-02-10 boulineauc 04
Name

No. of line 1

items

11,200.00 USD | Assign|

3/2472020 12:51 PM Charles Boulineau

[Organization: 230601 (AF
Purchasing): {All Values) ]

Folders 8 Days since submission

11,200.00 USD _Assign | [

2020 8:17 PM Charles Boulineau

[Organization: 230601 (AF
Purchasing): (All Values) ]

Bl 3Da ce submission

2,881.22 USD  Assign 0

[Organization: 230601 (AF
Purchasing): (All Values) ]

2/10/2020 1:12 PM Charles Boulineau

Folders 51 Days since submission

13. Notice the requisitions are now sorted from highest amount to lowest amount.
14. This completes steps for this procedure. Click on ECU icon to return to home page.
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