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

 
 

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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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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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. Select Override radio button and then 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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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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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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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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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. 

 

 
 

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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1. Click on User icon. 
 

 
 

2. From fly-out menu, select View My Profile. 
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3. Click on Default User Settings link. 
 

 
 

4. Click on the Custom Field and Accounting Code Defaults link. 
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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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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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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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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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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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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. 

 

 
 
6. The number of Fund values found on the criteria you type will be displayed at the top of the results. 
7. You can scroll down the page to find the desired Fund value. 
8. Click the check box beside the desired Fund value.  Scroll down the page to add the value to your 

profile. 
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9. Click the Add Values button. 
 

 
 

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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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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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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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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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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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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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. 

 

 
 

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

  
 

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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1. Click on User icon. 
 

  
 

2. From fly-out menu, select View My Profile. 
 
 
 
 
 
 

1. 

2. 



SHIP CODE EDITS 
Last Updated on: 5/18/2021 

PORT_ShipCodeEdits_ver_21.1  Page 2 of 3 

 

 
 

3. Click on the Default User Settings link. 
 

 
 

4. Click on Default Addresses link. 
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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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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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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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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. 
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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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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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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. 
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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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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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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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1. Select the ship code that you want to remove from your profile. 
 

 
 

2. Click the Delete Address button. 
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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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1. Click on User icon. 
 

 
 

2. From fly-out menu, select View My Profile. 
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3. Click on the Default User Settings link. 
 

 
 

4. Click on Payment Options link. 
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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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8. Note that My ProCard now displays in My Cards.  You can now use this on orders for 16 punch-out 
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 Lowe’s.  

10. This completes the steps for this procedure. Click on the ECU icon to return to the home page. 
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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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3. Click on Default User Settings link. 
 

 
 

4. Click on Default Addresses link. 
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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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9. Click on the Rename icon. 
 

 
 

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

 

 
 

13. Note that you can Rename, Reset, or Remove the bookmark. 
14. Click Done button. 
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15. Click on ECU icon to go to PORT home page. 
 

 
 

16. Click on heart and Bookmarks fly-out menu will be displayed. 
17. Click on your Bookmark. 
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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. 

19. 

18. 
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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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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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7. Click on + Add Widget button. 

 

  
 

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

 

 
 

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

 

  
 

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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20. Click Save Changes button. 
 

  
 

21. Note new widget has been added to dashboard. You can view My Requisitions 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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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. 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. 

 
 
 

24. 
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27. This completes the steps for using this procedure. Click on the ECU icon to return to home page. 

27. 
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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. Note:  The Assigned 
Carts tab is for carts that have been assigned to you by PORT Shoppers within your department if 
utilized.  The Shared Carts is a feature where department Requisitioners can share a cart to complete 
an order.  Email PORT@ecu.edu if you would like to learn more about assigned cart or shared cart 
features. 

4. To filter carts within a tab, click on Filter Draft Carts. 
 

2. 

3. 

1. 

4. 
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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. 
 

  
 

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. 

 
 

5. 

6. 

8. 

7. 
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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. 

 
 

9. 

10. 
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1. Click on Shopping Cart icon. 
 

  
 

2. Click on View Favorites link. 
 
 
 
 
 
 
 
 

1. 

2. 
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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. 
 

  
 
5. Type in the folder name.  In this example, we will create 3 folders for each of the campus storerooms.  

The 1st 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. 
 
 
 
 
 
 
 

4. 

5. 

6. 

3. 
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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. 

 

7. 
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1. Ensure that you are on the home/shop page. 
2. Click on the East Carolina University Medical Supplies icon. 
3. 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. 

 

  
 

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

 
 
 
 

1. 

4. 

2. 

3. 

5. 
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6. Notice that your shopping cart has been updated with the items that were just added. 
7. Click on add favorite heart icon. 
 

  
 
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 
suppliers. 

10. Click on the Save Changes button.  Note:  This completes the 1st method of adding an item to favorites 
from hosted catalog searches. 
 
 
 
 
 
 

8. 

6. 

9. 

7. 

10. 
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11. Enter Catalog # for 2nd Medical Storeroom room item. 
12. Click on the Search button. 

 

  
 

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

11. 

12. 

13. 
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14. Notice that your shopping cart has been updated with the items that were just added. 
 

  
 

15. Click on View My Cart. 
 
 
 
 
 
 
 
 

15. 

14. 
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16. Click on the check box to select the 2nd item. 
17. Click the drop-down box to see the available actions from the menu and select Add to Favorites option. 
 

  
 

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 2nd method of adding an item to favorites 

from your shopping cart. 

16. 

17. 

20. 

19. 

18. 
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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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1. Click on Shopping Cart icon. 

 

  
 

2. Click on View Favorites link. 
 
 
 
 
 
 
 
 
 

2. 

1. 
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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. 

 
 
 
 
 
 
 
 
 

5. 

4. 

6. 

3. 
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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. 

 
 
 
 
 
 

8. 

7. 
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9. Click on View My Cart. 
 

  
 

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. 

10. 

9. 
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1. Click on Shopping Cart icon. 

 

 
 

2. Click on View Favorites. 
 
 
 
 
 
 
 
 
 

1. 

2. 
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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. 
 
 
 
 
 
 
 
 
 
 
 

 
 

 
 

3. 

4. 
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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 were selected in the previous step.   
 

 
 
8. Notice the items were added to the shopping cart. Click on the Shopping Cart. 

 
 

8. 

6. 

7. 

5. 
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9. Click on View My Cart. 
 

 
 

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. 

 

10. 

9. 
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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 Storeroom (under Personal). 

 
 
 
 
 
 
 
 
 
 
 
 

2. 

1. 
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3. Select the 1 Medical Supplies folder under University Favorites.    
4. To copy only one item, you can select the Copy link that corresponds with the item. 
5. In this example, we will copy the 1st three items in the 1 Medical Supplies folder. 
6. Click the Actions for Selected Favorites dropdown then click Copy. 
 

 
 
7. Select ECU Medical Storeroom folder.  
8. Click on Save Changes button. 

 
 

7. 

6. 

4. 

5. 

3. 

8. 



COPY FAVORITE ITEMS 
Last Updated on: 5/19/2021 

PORT_CopyFavorites_ver_21.1  Page 3 of 3 

 

 
 

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

10. Notice the items were moved to ECU Medical Storeroom folder. 
11. This completes the steps for this procedure. Click on the ECU icon to return to the home page. 

 
 

 

11. 

10. 

9. 
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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 Storeroom folder. 

 
 
 
 
 
 
 
 
 
 
 

2. 

1. 
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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). 

 
 

6. 

3. 

4. 

5. 
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7. Notice that the item(s) has been removed from ECU Medical Storeroom folder. 
8. This completes the steps for this procedure. Click on ECU icon to return to the home page. 

 
 

 

7. 

8. 
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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. 
 
 
 
 
 

2. 

4. 

1. 

3. 
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5. You can click on the Fulfillment Address arrow to see the address where the PO will be delivered.   
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 button and proceed to step 12.  For this example, we will 
have 2 items and click on Save and Add Another button. 
 

  
 

8. Note the 1st item was added to Recently Added 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 button. 

 

5. 

7. 

6. 

9. 

10. 

8. 
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11. The items have been success added to the shopping cart. 
12. Click on the shopping cart. 

 

 
 

13. Click on View My Cart button. 
 
 
 
 
 
 
 
 

12. 

11. 

13. 
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14. This brings you to the Shopping Cart review section.  See the Edit Cart Header procedure to continue 
the review process. 

14. 
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1. From Home page scroll down to Forms showcase and select Technology Request sticker.  

 
 

2. The Technology Request Form is for software, non-standard computers (Non-CPI), hardware (with 
software), hardware only, datasets, Internet of Things (IoT), 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.  

 
 

3. 

1. 

2. 
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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 Fulfillment Center. 
Note: Verify the correct Fulfilment address with a representative from the supplier. 

 
 
 
 
 
 
 

 

5. 

4. 
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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 7 types of technology.  Note the new information and quick 
link to Technology Request Exemption List.   

9. Click Type of Technology Request drop-down box. 

6. 

7. 

8. 

9. 
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10. Select appropriate technology for your request.  For this example, we’ll select Software. 
11. Provide a brief description of technology and why it is being purchased. 
12. Click Save Progress button. 

 

 
 

13. 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 (IoT) 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. 

14. You can click on Question section or Next button. 

12. 

13. 

14. 

10. 

11. 
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15. Note: Required fields are indicated by a star symbol. Some responses are conditional and may 
populate additional required fields.   

16. Select the appropriate number of users for each license of the software.   
Note: Selecting 11 or more users will require you to answer ADA questions (Step 29). 

17. Select Who will use this product, check All that Apply. 
18. Indicate if software is used for academic course.  Selecting Yes will display conditional field for entering 

course ID/name. 
19. Click the radio button corresponding to the accurate location where the data will be stored.  Note:  Data 

which resides outside ECU may require additional documentation, Memorandums of Understanding 
(MOU), before your request can be processed.  In addition, new conditional question will appear “Will 
the application use an email service?”.  Scroll down the page to continue. 

 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 

15. 

16. 

18. 

17. 

19. 
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20. Answer the following question so ITCS can determine if the software follows best practices and security 
standards: Will this application use an email service?   

21. Indicate if the software has a Canvas LMS Integration. 
22. Note the definitions for the various data types.   

 
 

23. Check all the appropriate classifications of data involving this software purchase use. 
24. Select the required check box to certify the information provided.  
25. Click the appropriate radio button to indicate if this will be a renewal of an existing technology purchase. 
26. Click the appropriate radio button to indicate if technology will use ECU Credentials for Single Sign-On. 
27. Click the appropriate radio button to indicate if technology supports Multi-Factor Authentication. 
28. Click Next button to proceed to the next form section.  

20. 

22. 

24. 

25. 

21. 

23. 

26. 

27. 

28. 
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29. If 11 or more users was selected in Step 16 then the ADA Compliance section was triggered, and 
responses will be required to complete the form.   

30. Information regarding IT Accessibility Standards can be found through the link provided. 
Note: Scroll down the page to complete the questions.  
 

 

 
31. 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. 
 
 
 
 

29. 

30. 

31. 



TECHNOLOGY REQUEST FORM 
Last Updated on: 6/29/2022 

PORT Technology Request Form ver 22.2  Page 8 of 14 

 

 
 

32. 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.  

33. Once the VPAT document is obtained, upload the file from your computer by selecting the Upload 
button.  
 

 
 

34. Name your upload appropriately and click Browse to find your file.  
 
 
 
 
 
 
 
 
 
 
 
 
 
 

32. 

33. 

34. 
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35. Browse to select the file and click Open.  

 
 

36. Click Save Changes button to upload the file. 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 

35. 

36. 
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37. 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 49 for instructions for adding line 
items if you only select option 1.  Steps 39 – 48 will go through remaining ADA selections. 

 
 

38. Selecting option 2 will require you to identify the qualifying exception. Click the Radio button 
corresponding with the exception identified above.   

39. Open the Accessibility information link for details.  

 
 
 
 
 
 

37. 

38. 

39. 
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40. Select an appropriate exception for software purchase and enter your justification in the text box 
provided. 

41. Click Next to continue to the Line Item Information section of the form (step 49). 

 
 

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

43. Select the appropriate exception by clicking the corresponding Radio button 
Note: By selecting this option an IT Accessibility Consultant will review this Technology request and 
may contact you for additional information. 

44. Click Next to proceed to the Line Item Information section of your form (step 49). 
 
 
 
 
 
 

40. 

42. 

43. 

41. 

44. 
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45. Select option 4 if assistance from an IT Accessibility Consultant is necessary. 
46. Click Next to continue to the Line Item Information section of your form (step 49). 

 

 
 

47. Select option 5 only when the VPAT document has previously been submitted and no changes have 
been verified.  

48. Click Next to proceed to the Line Item Information section of your form. 

 
 
 
 

46. 

45. 

48. 

47. 
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49. In the Line Item Information section enter 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. 

50. 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, it is recommended that you complete the remaining steps to add this Technology 
Request to your shopping cart.  Once at the shopping cart, go to the PORT home page and add the 
remaining items as non-catalog items to your active shopping cart. 

51. If you order has between 5 – 10 items, click Next.  Otherwise, you can click Review and Submit 
section of your form. 

 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 

50. 

49. 

51. 



TECHNOLOGY REQUEST FORM 
Last Updated on: 6/29/2022 

PORT Technology Request Form ver 22.2  Page 14 of 14 

 

 
 
52. 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.  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. 

53. Add and go to Cart is the default selection and we will click this option to proceed with your purchase 
request.  
 

  
 

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

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

52. 

54. 

53. 
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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.  

 
 
 
 

 

3. 

1. 

2. 
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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.  

 

 
 
 
 
 
 
 
 
 
 
 
 

4. 

 

5. 

 

6. 
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7. Review the information and definitions of the 7 types of technology.  Note the new information and quick 

link to Technology Request Exemption List. 
8. Click Type of Technology Request drop-down box. 

 

 
 

9. Select the appropriate technology for your request.  For this example, we will select Software.  
10. Provide a brief description of technology and why it is being purchased. 
11. Click Save Progress button. 

 

8. 

11. 

7. 

9. 

10. 



PROCARD TECHNOLOGY REQUEST FORM 
Last Updated on: 6/30/2022 

PORT_ProCardTechnologyRequestForm_ver_22.2 Page 4 of 12 

 

 
 

12. 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 (IoT) 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-CPI), there will be additional questions within 
Technology Type section. 

13. You can click on Questions section or Next button. 
 

 
 

14. 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.  

15. Enter Cardholder Name (if different than user submitting form request) and Name of Vendor. 
16. Select the appropriate number of users for each license of the software.  

Note: Selecting 11 or more users will require you to answer ADA questions (Step 28).  
17. Scroll down the page to continue answer remaining questions. 

17. 

15. 

14. 

16. 

13. 

12. 
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18. Select Who will use this product, check All that Apply. 
19. Indicate if software is used for academic course.  Selecting Yes will display conditional field for entering 

course ID/name. 
20. 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.  In addition, a new conditional question 
will appear “Will the application use an email service?”.  

21. Answer the question so ITCS can determine if the software follows best practices and security 
standards:  Will this application use an email service? Continue scrolling to answer more questions. 

 

  
 

22. Indicate if the software has a Canvas LMS integration. 
23. Note the definitions for the various data types.  Check all appropriate classifications of data involving 

the use of this software purchase.  

18. 

19. 

23. 

20. 

22. 

21. 
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24. Click the required check box to certify the information provided. 
25. Click the appropriate radio button to indicate if this will be a renewal of an existing technology purchase. 
26. Click the appropriate radio button to indicate if technology will use ECU Credentials for Single Sign-On. 
27. Click the appropriate radio button to indicate if technology supports Multi-Factor Authentication. 

 
 

28. 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.   

29. Provide as much detail about rights, storage location, and product details to avoid delays in processing. 
30. Indicate whether anyone abroad will come to ECU to install software. 
31. Click the Next button. 

 
 

31. 

29. 

30. 

28. 

24. 

25. 

26. 

27. 



PROCARD TECHNOLOGY REQUEST FORM 
Last Updated on: 6/30/2022 

PORT_ProCardTechnologyRequestForm_ver_22.2 Page 7 of 12 

 

  
 

32. If 11 or more users was selected in Step 16 then the ADA Compliance section was triggered, and 
responses will be required to complete the form. 

33. Information regarding IT Accessibility Standards can be found through the link provided. 
Note: Scroll down the page to complete the questions.   

 
 

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

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

36. Choosing options 3 or 4 will result in a request for an IT Accessibility Consultant’s assistance.  

 
 
 
 
 
 
 
 
 
 
 

32. 

36. 

35. 

34. 

33. 
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37. 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. 

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

 
 

39. Name your upload file appropriately and click Browse button to find your file. 

 
 
 
 
 
 
 
 
 
 
 
 
 

37. 

39. 

38. 
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40. Browse to, select the file, and click Open button. 

 
 

41. Click Save Changes to upload the file. 

 
 
 
 
 
 
 
 
 
 
 
 
 
 
 

40. 

41. 
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42. 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 39 – 48).  

43. For this example, we will proceed to entering Line Item Information by clicking Next button.  

 
 

44. In the Line Item Information section, enter 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.  

45. 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, it is recommended that you complete the remaining steps to add this ProCard Technology 
Request to your shopping cart.  Once at the shopping cart, go to the PORT home page and add the 
remaining items as non-catalog items to your active shopping cart. 

46. Click Save Progress button on your last item enter. 
47. 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. 

42. 

44. 

47. 

43. 

45. 

46. 
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48. 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.  The 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. Important Note:  Selecting the action Add to new Cart if your 
active cart has another form type or items from another supplier. 

49. Add and go to Cart is the default selection and we will click this option to proceed with your purchase 
request. 

 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 

48. 

49. 
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50. Your ProCard Technology Request Form has now been added to a cart and is indicated by the Form 
Name and Form Image icon. 

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

47. 
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1. Click on the appropriate sticker within the Forms showcase for Medical Supplies Special Orders. 
Note: This form is used for non-inventory items only. 

 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 

1. 
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2. 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 

3. Click on Add And Go To Cart button to add the item to an active cart.  
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 

2. 

 
 

3. 
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4. This brings you to Shopping Cart edit section. See the Edit Cart Header procedure to continue the 
review process. 

4. 
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1. To collapse a showcase, click on “V” symbol next to desired showcase.  
 

  
 

2. Notice that ECU Catalogs and Computer Suppliers showcases collapsed. 

1. 

2. 
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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. 

5. 

4. 

3. 
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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. If you see a blank white page when punching out to Dell, click on the lock to correct this issue.  Note:  
This issue only impacts Dell and Firefox is the preferred browser for accessing Dell punch-out catalog. 

4. Click on the arrow to allow secure and unsecured content. 
 

 
 
 
 
 

2. 

1. 

3. 

4. 
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5. Click Disable protection for now button to correct this issue with catalog content not displaying. 

 

  
 

6. 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, Lenovo, or Apple standard 
configuration computers with ECU image. 

7. For the 1st item, we will add a Mid-Level Laptop Latitude 5240 to our shopping cart. You can also search 
for items of interest by entering description in search box at the top of browser. 

 
 
 
 
 

6. 

7. 

5. 
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8. Notice Added to cart and shopping cart update.  In this example, we will add more items to our 
shopping cart.  If you only need this one item, you would click on shopping cart to begin checkout. 

 

 
 
9. Scroll down the page to view the remining desktops, all-in-ones, laptops, tablets, and monitors. 

 
 
 
 
 
 

9. 

8. 
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10. For the 2nd item, click on Add to Cart button for 24” monitor to go with the 3rd item. 
 

  
 

11. Notice that the monitor was added to your cart.  Scroll to find the 3rd item, a desktop computer. 
 
 
 
 
 
 
 

10. 

11. 
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12. For the 3rd item, click on Add to Cart button for Optiplex 5080 desktop computer.  Notice the Added to 
cart message once again. 

13. Scroll to the top of the page since this is our final item for shopping. 
 

 
 

14. Click on the shopping cart to review your order. 
 

13. 

14. 

12. 
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15. 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. 

16. You may need to scroll down the page to see all the items in your cart. 
17. Click Create Order Requisition button to continue to checkout. 

 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 

15. 

16. 

17. 
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18. Click Continue Securely button. 
 

 
 

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

18. 

19. 
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20. This brings you to the New Shopping Cart edit section.  See the Edit Cart Header procedure to 
continue the review process. 

20. 
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1. 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. 
  

 
 

2. 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. 

3. For the first edit, we will remove the 1st line item from the shopping cart by clicking Remove item link. 
Scroll down the page to make additional edits to the cart. 

3. 

2. 

1. 
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4. For the 2nd edit, we will increase the number of monitors by clicking on + sign next to quantity.   
5. For the 3rd edit, we will change the quantity of the 3rd item from 1 to 2 desktop computers by clicking on 

+ sign next to quantity.  
 

  
 

6. Note that 2nd and 3rd item total price updated and 1st item has been removed from the Shopping Cart.   
7. This completes edits to the shopping cart.  Click Create Order Requisition button. 

 

4. 

7. 

6. 

5. 
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8. Click on Continue Securely button. 
 

 
 

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

 
 
 

9. 

8. 
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10. This brings you to Shopping Cart edit section.  See the Edit Cart Header procedure to continue the 
review process. 

10. 
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1. Ensure that you are on the home/shop tab. 
2. Click on ECU Medical Supplies sticker.   
3. Enter item description or catalog # in Search text box. For this example, we will use gloves. 
4. Click Search button. Note: These steps will only display results for ECU Medical storeroom catalog.   
 

  
 

5. Notice the number of items found from your search of gloves for ECU Medical storeroom.  
6. Click on the list view icon.  You can alternate between a grid view or list view depending on your 

preference, by clicking on the icon. 
 

2. 

1. 

3. 

4. 

5. 

6. 
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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 20 on page 6. 

 
 

7. 

8. 

9. 
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10. In this example, we will be adding 3 different items.  For 2nd item enter the Catalog # for ECU Medical 
storeroom item and click Search button. 

 

 
 

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

10. 

11. 
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12. Notice that your shopping cart has been updated with the items that were just added.   
 

  
 

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

14. Click on the Search button. 
 
 
 

12. 

13. 

14. 
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15. Scroll down the Filters until you reach By Category section 
16. Click on the show all link to see all the categories for ECU Medical Storeroom. 

 

 
 

17. Within the By Category filter, you can scroll down until you find the desired category. We will use 
Bandages and dressings and related products for this example. 

18. Select the Bandages and dressings and related products checkbox. 

16. 

17. 

18. 

15. 
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19. Enter quantity needed and click on Add to Cart button. 
 

 
 

20. Notice that the item was added successfully.  Click on your shopping cart after adding final item to the 
order. 

 

19. 

20. 
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21. Click on View My Cart button. 
 

  
 

22. This completes the steps for shopping the Medical Storeroom’s hosted catalog and brings you to the 
Shopping Cart edit section.  See the Edit Cart Header procedure to continue the review process. 

22. 

21. 
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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 field.  
5. Click the Search button.   

 
 
 
 
 
 
 

2. 

1. 

3. 

4. 

5. 
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6. The # of items found will be displayed clearly in Search Results. 
7. Scroll down the page if appropriate to find the desired item. 
8. Upon finding the desired item, change the quantity to the amount needed for the order and click Add to 

Cart button. 
9. Click on Advanced tab to initiate another search. 

 

  
 

10. Notice the item was added to the shopping cart. 
11. 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. 

12. Click on Search button. 

7. 

12. 

11. 

6. 

8. 

10 

9. 
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13. Change the quantity to the amount needed for the order and click Add to Cart button 

 

  
 

14. 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. 

 
 
 
 
 
 
 
 

13. 

14. 
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15. Click on View My Cart button. 
 

 
 

16. This brings you to Shopping Cart edit section.  See the Edit Cart Header procedure to continue the 
review process. 

16. 

15. 
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1. Ensure that you are on the home/shop tab. 
2. Enter gloves for item description. Note: This 1st example will show similar results with singular and 

plural search terms. 
3. Click Search button.    
 

 
 

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 Search button. 

 
 
 
 

1. 

2. 

3. 

5. 

6. 

4. 
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7. Notice that the results retrieved a similar number of matches with search criteria of glove. 
 

  
 

8. Enter the Catalog # with hyphen. Note: This 2nd 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 Search button. 
 
 
 

7. 

8. 

9. 



SHOPPING CART – IMPROVED HOSTED CATALOG SEARCH 
Last Updated on: 5/24/2021 

PORT_ImprovedHostCatSearch_ver_21.1  Page 3 of 5 

 

  
 

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

 

  
 

13. Notice the same item was retrieve with 04021000 as 040-21000.   
 
 
 
 
 
 

11. 

13. 

12. 

10. 
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14. Enter gauze for search criteria. Note: This 3rd example will show similar results with misspelled search 
entries.   

15. Click on the Search button. 
 

  
 

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 Search button. 

18. 

14. 

15. 

17. 

16. 



SHOPPING CART – IMPROVED HOSTED CATALOG SEARCH 
Last Updated on: 5/24/2021 

PORT_ImprovedHostCatSearch_ver_21.1  Page 5 of 5 

 

 
 

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.   

19. 
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1. Ensure that you are on the home/shop tab. 
2. Enter gauze for item description.   
3. Click Search button.    
 

  
 

4. Click on the Show all link to filter By Supplier. 
 
 
 
 
 
 
 

1. 

2. 

3. 

4. 
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5. Note that you will need to click in the Filter section to scroll down to see all the suppliers.  For this 
example, we will select Fisher Sci Co. 

 

  
 

6. Notice that the total count includes results with the following filters: gauze and Fisher Sci Co. 
7. Scroll down Filter section to filter By Category. 
8. Click on Show all link. 

 
 

7. 

5. 

8. 

6. 
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9. Click on desired By Category check box.  For this example, we will select Bandages and dressings 
and related products. 

 

 
 

10. Notice the results from the filtered criteria. 
 
 
 

9. 

10. 
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11. To remove a filter, click the “X” within Your Selections. 
 

  
 

12. 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. 

11. 

12. 
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1. Ensure that you are on the home/shop tab.   
2. Enter pens and click on the Search button. Note: Not all punch-out suppliers support 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 to find the desired item. 

 
 
 
 
 

2. 

1. 

3. 

4. 
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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 Buy Now button.   
 
 

6. 

5. 

7. 

8. 
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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.  

 
 

 
 

 
 
 
 
 
 
 

9. 
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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 12 – 16. 

3. Optional: Type in a meaningful name for Cart Name to find document in requisition searches.  
4. Click the text box for Business Purpose/Note to Approvers if appropriate. 
5. Click arrow 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. 

1. 

6. 

2. 

5. 

7. 

3. 

4. 
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8. Select the Backup Required check box to indicate that the supplier will require backup with the PO. 
9. Select the appropriate option for Special Instructions: Check Attached, Confirming Order - Do Not 

Send, or None.    
10. If appropriate, enter comments in Notes to Suppliers text box 

 

  
 

11. Note that any changes to the header are automatically saved See the Edit Cart Items procedure to 
continue the review process. Steps 12 – 16 take you through the process of preparing a requisition for 
another requisitioner. 

 

8. 

9. 

10. 

11. 
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12. To prepare a requisition for another PORT user, click in Prepared For search icon.  
13. In the User Search pop-up, type the PORT standard requisitioner’s Last Name.  
14. Click the Search button. 

 

  
 

15. Click on + symbol under the Action column. 
 
 
 

12. 

15. 

14. 

13. 
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16. The Prepared for now indicates the user you selected. Important Note:  Banner Security will validate 
Org access against the Prepared for user and they will be responsible for tracking order and completing 
receiving.  See the Edit Cart Items procedure to continue the review process. 

 

16. 
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1. To delete an item from a cart, select the check box that corresponds with that item. 
2. Click the dropdown triangle and select Remove Selected Items option. 

 

 
 
3. Note: The line item has been removed from the cart. 
4. To edit the line item description, price, quantity, or unit of measure, click on the Item Description.  

Note: You can ONLY change the product description and pricing for Non-Catalog orders. 

4. 

3. 

2. 

1. 
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5. Make the appropriate changes to the Item Description, Catalog No., Quantity, Price, or UOM. 
6. Click on the Save button to save the changes to the shopping cart. 

 

 
 

7. Note that any changes to Item Description, Catalog No, UOM, Unit Price, or Quantity have been 
updated in the shopping cart.   

8. Click on the Proceed to Checkout button. 

6. 

5. 

8. 

7. 
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9. See the Review procedures to continue the cart review process. 
 
 



CHANGE SUPPLIER ACTION 
Last Updated on: 7/21/2021 

 

PORT_ChangeSupplierAction_ver_21.2  Page 1 of 2 

  
 
 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. 

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

  
 

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

1. 

2. 

3. 
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4. Click the Save button. 
 

 
 

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

cart review process. 
 
 

4. 

5. 
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1. To make changes in the Header, click on the corresponding edit icon in the following sections: General, 
Internal Note, or Order Info.   

2. In this example, we will change the Backup Required flag to Yes by clicking on the edit icon 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 Changes button to save your change. 
 

3. 

4. 

1. 

2. 
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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 icon.  

 

 
 

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

 
 
 
 
 
 
 
 

6. 

5. 

8. 

7. 



REVIEW CART HEADER 
Last Updated on: 7/21/2021 

PORT_ReviewCartHeader_ver_21.2  Page 3 of 3 

 

 
 

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

 
 
 

 

9. 
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1. To add an attachment, click the Add attachment link in the Internal Note section.  
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, TIFF, and 
email MSG.  

 
 
 
 
 

1. 

2. 
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3. A file 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. 

 
 
 
 
 
 

5. 

4. 

3. 

6. 
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7. Notice that document has been successfully attached. 
8. Click on Attachment Actions drop down for a listing of options. 

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

 
 

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

 
 
 
 

8. 

7. 

9. 
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10. Select multiple files to upload from the file manager window and click the Open button. Use the Firefox 
browser for drop-and-drag features. 

 

 
 

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

 
 
 
 
 

10. 

11. 

12. 
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13. Notice the attachments are added to the shopping cart. 
14. This completes all attachment edits. See the Review Cart Items procedure to continue the review 

process. 

13. 
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1. Collapse the General section of your draft requisition or scroll down the document to the FOAPAL / 
Ship Codes section to make document level changes for FOAPAL codes. 

2. To make FOAPAL changes at the document level (every line item), click the edit icon. 
 

 
 

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.  

2. 

3. 

1. 

4. 
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5. Notice the Account value and description have been updated. 
6. In the 2nd example, we will select a FOAPAL value from our saved profile values. Clink the edit icon. 

 

 
   

7. Click the search values icon to display a list of previously saved values from your profile. 
 
 
 
 

7. 

5. 

6. 
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8. Click the appropriate value from your profile. 
9. Click the Save button to make your change. 

 

 
  

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 icon. 
 

8. 

9. 

10. 

11. 
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12. From the search values fly-out list click on the Search option. 
 

 
 

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

14. Click the Filter button. 

14. 

12. 

13. 
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15. Click the add (+) link. 
 

 
 

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

15. 

16. 
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17. The Organization value has changed. Note: These steps are the same for each element. 
Note: To split FOAPAL codes at the header level see the procedure HEADER SPLIT - % OF PRICE.  

17. 
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1. Click on the Proceed to Checkout button.   
 

 
 

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

1. 

2. 
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3. Click add split icon (+) 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% and the total for each split is indicated in parentheses.   
6. Click Save Changes button to return to your Summary – Draft Cart. 

3. 

4. 

5. 

6. 
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7. This completes FOAPAL Split by % of Price at Header. See the Review Cart Items procedure to 
continue the review process. 

7. 
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1. Navigate to the FOAPAL / Ship Codes section of your draft requisition. Click on the edit icon to change 
the Ship To code at the Header level (for every line item). 

 

 
 

2. The default ship code on your profile will be used as the Current Address unless changed. For the 1st 
example, we will select an alternate address from our profile values by checking the Radio button.                 

1. 

2. 



EDIT SHIP TO – CART HEADER 
Last Updated on: 7/21/2021 

PORT_ReviewCartHeader_ver_21.2  Page 2 of 6 

 

 
 

3. Modify the contact information if necessary.  
4. Click the Save button to update the Ship To. 

 

 
 

5. Notice the Ship To address has been updated.  
6. Note: The change just completed demonstrates how to select a ship code from your profile values. Now 

we are going to search for all ship codes to find one that does not exist on your profile.  Click on edit 
icon.   

3. 

4. 

5. 

6. 
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7. Enter the ship code value in the Nickname / Address text box for the 2nd example. 
8. Select the appropriate Ship To Address from the auto-search suggestions. 

 

  
 

9. Change the contact information if appropriate. 
10. If you want to add this address to your profile, check the Add to my addresses for future use. 
11. Click Save Changes.  

8. 

9. 

7. 

10. 

11. 
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12. The Ship To address has now been updated.   
13. Click the edit icon.  

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

  
 

14. 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. 

15. Select the Address from the auto-search result or click the Search button to see all results. 

13. 

12. 

15. 

14. 
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16. You can change the Results per page to have more results on each page or advance through the 
pages by selecting the page navigation icon (>). 

17. Check the Radio button for the desired ship code. 
 

  
 

18. Change your contact information if appropriate. 
19. If you want to add this address to your profile, check the Save this address for future use box. 
20. Click the Save button. 

16. 

17. 

18. 

20. 

19. 
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21. The Ship To address has now been updated. 
22. 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. 
 

21. 



FOAPAL EDIT BY LINE ITEM 
Last Updated on: 7/20/2021 

PORT_FOAPALEditatLine_ver_21.2  Page 1 of 2 

  

 
 

1. To make FOAPAL line item changes, collapse the General and FOAPAL / Ship Codes sections or 
scroll down the document to view he Items section. 

 

 
 

2. Click the Item Actions button corresponding to the appropriate line item to and select FOAPAL Codes 
from the fly out list. 
 
 
 

 

1. 

2. 
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3. For a quick change, input the value for the FOAPAL element needing change or select a value from the 
search option.  

4. Click the Save button.  
 

 
 

5. A change to the FOAPAL Code has been indicated at the line item. 
Note: Line items may be split by percentage or price. See the FOAPAL Split by Amount at Line Item 
procedure for further options on editing FOAPAL values and amounts at the line item level.  

 
 
 
 
 

3. 

4. 

5. 
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1. To make FOAPAL line item changes, collapse the General and FOAPAL / Ship Codes header sections 
or scroll down to the Items section of your document. 
Note: Splitting the FOAPAL codes for payment by exact dollar amount can only be done at the line item 
level.    

 

 
 

2. From the Items section, click the Line Item Actions ellipses for a list of actions. 
 
 
 
 
 
 
 
 
 

2. 

 
 

1. 
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3. Select the FOAPAL Codes option from the fly-out item actions list. 
 

 
 

4. To add one or more FOAPAL split to a line item, hover over the FOAPAL values to reveal the options. 
Click the add split (+) icon. 

 
 
 
 
 

  
 
 

 
 

 

3. 

 
 

4. 
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5. Click the split type dropdown to select Amount of Price. 
Note: Line items may be split by percentage or price.  

 

 
 

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

5. 

 
 

6. 
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7. Use the recalculate / validate tool by clicking the () icon to ensure your line subtotal matches the split 
total. Click Save. 

 

 
 

8. Notice the information bulletin indicating Values have been overridden for this line being displayed 
because of the FOAPAL changed from the FOAPAL Code on the header. 
Note: Repeat this process for any/every line item requiring multiple FOAPAL codes.      

7. 
 

8. 
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1. Scroll to the FOAPAL / Ship Codes section to view details on the current shipping address. 
Note: The Ship To address displayed at the header will apply to all line items unless overridden.  

2. Scroll down to the Items section of the document to change the ship to address for each appropriate 
line.  
 

 
 

3. Click the item actions ellipses and select Ship To from the fly-out options list corresponding with the 
appropriate line item.  

 
 
 
 
 

2. 

 
 

1. 

3. 
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4. 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.  

5. The default Ship To code on your profile is indicated by a star icon.  
6. Click the Radio Button for the desired ship code on your profile. 

 

 
 

7. Make any edit to the ship to contact information necessary then click Save.  
 
 

4. 

 
 

5. 
 

6. 
 

7. 
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8. The Ship To address has been updated for line item 1 indicated by the message: Values have been 
overridden for this line. 
Note: Other line items retain the Ship To record from the header.  

9. Click to view the PO Preview tab. 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 

9. 

 
 

8. 
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10. 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. 

11. Click the Summary tab to continue cart review and submit requisition. 
 

 
 

12. Click the Submit Requisition button to complete the cart and create the requisition. 
This completes the procedure.  

10. 
 

12. 
 

11. 
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1. Click Submit Requisition button to complete the cart and create the requisition. 
 

 
 

2. To print a copy of the requisition, click on the Print preview link. 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 

1 

 
 

2. 
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3. Click on the Print button from the Quick View overlay window. 
 

 
 

4. After selecting the appropriate printer, click the Print or Save button. 
5. Click the Close button for the Print preview overlay window. 

 
 
 
 
 
 
 

3. 

 
 

5. 

 
 

4. 
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6. To see additional information on the document, click on the requisition #. 
 

 
 

7. To view accounting details of the requisition, click on the Filter View icon and select View FOAPAL / 
Ship Codes Only. 

 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 

6. 

 
 

7. 
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8. Use your browser print function to print the accounting details for the entire document. 
 

 
 

9. This brings up a printer friendly view of the requisition accounting details. After selecting the appropriate 
printer, click on the Print button. 

9. 

 
 

8. 
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10. This completes the steps for this procedure. Click the ECU icon to return to the home page. 

10. 
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1. PORT restricts requisitions to one supplier only. Scroll down to the Items details for your cart.  
 

 
 

2. To move items for one supplier to a separate cart click the Select All check box beside the supplier 
detail to select all the items for the 1st supplier. 

 
 
 
 
 
 
 
 
 
 
 

1. 

 
 

2. 
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3. From the Item Actions drop down list hover over Move to Another Cart. 
 

 
 
4. Select the New Cart radio button from the fly out list then click Move.  

 
 
 
 
 
 
 
 
 

3. 

 
 

4. 
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5. Notice the SUCCESS message indicating the items have been moved to a new cart.    
6. Click on the Proceed to Checkout button to continue the review process. 

 

 
 

7. 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.  

 
 
 
 
 
 
 
 

7. 

 
 

5. 

 
 

6. 
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8. To view the new cart with the moved items hover on the Shop icon > My Carts and Orders > select 
View Carts. 

 

 
 

9. Click on the draft shopping cart for the items that were moved in steps 2 – 7. 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 

9. 

 
 

8. 
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10. 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.   

10. 
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1. Enter the PO # in Quick Search box and click on magnifying glass. 
 

  
 

2. Click on PO # from the Quick Search drop-down box. 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 

1. 

2. 
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3. Click on Receipts tab. 
 

 
 

4. From this tab, you can determine if you have completed previous receipts against the purchase order to 
ensure you do not duplicate a receipt that has been submitted. Click on + to create a new receipt. 
 
 
 
 
 
 
 
 
 
 
 
 
 

3. 

4. 
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5. 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. 

6. Scroll down the page to view the line-item information for the receipt. 
 

  
 

7. 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 step 10 to complete the receipt.  

 
 
 
 
 
 
 
 
 
 
 

6. 

5. 

7. 
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8. 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.   

9. Click the Save Updates button. 
10. Click the Complete button to complete the receipt for the 1st shipment. 

 

 
 

11. Click on the Printer icon if you need a printed copy of the receipt. 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 

9. 

10. 

11. 

 8. 
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12. This brings up a printer friendly view of the receipt. Click Print button if a printed copy of the receipt is 
needed. 

13. Close the browser window. 
 

 
 

14. This completes the steps for this first receipt for a PO. Click the ECU icon to go home. 
 
 
 
 
 
 
 
 

12. 

13. 

14. 
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15. Enter the PO # in the Quick Search box.  
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.  

16. Click on magnifying glass to execute the Quick Search then click the Purchase Order. 
 

 
 

17. Scroll down the page to view the line-items. 
 
 
 
 
 
 
 

15. 

16. 

17. 
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18. Notice the receiving status of the line items for the PO. 
19. Click on the Receipt tab to see if there are existing receipts for the PO. Note:  The number of previous 

receipts are indicated on the tab. 
 

 
 

20. Click on Purchase Order Actions dropdown box and select Create Quantity Receipt. 
 
 

20. 

18. 

19. 
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21. 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. 

22. Scroll down to view all line items. 
 

  
 

23. 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. 

24. Notice our 1st receipt # listed in Previous Receipts section.   
 
 
 
 
 
 

24. 

21. 

22. 

23. 
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25. Click the Complete button.  
Note: To continue completing receipts until all the items are received, repeat steps 15 – 25. 

 

 
 

26. To print a copy of the receipt, repeat steps 11 – 13. 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. 
 
 
 

26. 

25. 
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1. Enter the PO # in the Quick Search popup menu and click on magnifying glass. 
 

 
 

2. Click on Purchase Order. 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 

1. 

2. 
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3. Click on Receipts tab. 

 

 
 

4. The Status column indicates that the items were received. 
5. To view the receipt, click on the receipt number.  

 
 
 
 

3. 

5. 

4. 
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6. To print after reviewing, click the Printer icon.  Note: Printing will launch a separate browser window or 
tab.    

7. This completes the steps for this procedure.  Click the ECU icon to go home. 
 

 

6. 

7. 
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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.  
 
 
 
 
 
 
 
 
 
 
 
 
 
 

2. 

1. 
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3. Click on the Invoices tab. 

 

 
 

4. The Status column indicates which items have been invoiced and which are open. 
5. To view the invoice, click on the invoice number. 

 
 
 
 
 
 
 
 

3. 

5. 

4. 
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6. You may need to scroll down the Invoice to see all the information. 
7. To open a print version of the invoice, click the Printer icon.  Note: The printer feature will launch a 

separate browser tab or window for printing.  
8. This completes the steps for this procedure.  Click the ECU icon to go home. 

 
 

7. 

6. 

8. 
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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. 
 
 
 
 
 
 
 
 

2. 

1. 

3. 
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4. Click on Receipts tab. 
 

 
 

5. Click on the Receipt to be modified. For the 1st example, make a modification to a receipt quantity. 
Note: This action can only be accomplished the same day the receipt was created. 

 
 
 

5. 

4. 
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6. Click the Reopen Receipt button. 
7. The Reopen Receipt Reason pop-up is displayed. You can select PORT Users to notify regarding the 

modification to the receipt. Enter the reason for the change to the receipt. 
8. Click Reopen Receipt button. 

 

 
 

9. Update quantity received for desired line item. 
10. Click on Complete button. This completes modification of an existing receipt on the same day. 

6. 

10. 

7. 

8. 

9. 
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11. Click the PO #. 
 

 
 

12. Click on Receipts tab. For 2nd example, we will delete an existing receipt. 
Note: This action can only be accomplished the same day the receipt was created. 

 

  
 

13. Click on receipt that you want to delete. 

13. 

12. 

11. 
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14. Click on Reopen Receipt button. 
15. Provide the reason to reopen receipt by adding a comment in the Add Comment window. You can 

select PORT Users to notify regarding deletion of the receipt. 
16. Click the Reopen Receipt button. 

 

 
 

17. Click the Complete drop-down box and select the Delete option. Note: Once it has been deleted, the 
receipt cannot be recovered. 

18. A confirmation pop-up window will be displayed. Click OK to confirm that you want to delete the receipt. 

14. 

18. 

17. 

16. 

15. 
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19. This has deleted the reopened receipt.   
20. To confirm, enter the PO # for Quick Search, Notice the demo receipt 472397 is no longer listed in the 

results.   
21. Select Purchase Order Number. 

 

  
 

22. Click on Receipts tab. 
 
 
 
 
 
 
 
 
 
 

21. 

22. 

20. 
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23. Notice that there is only 1 receipt remaining and that 443864 has been deleted. Click on receipt to add a 
comment. 

 

  
 

24. Click Comments tab.   
 
 
 
 
 
 
 
 
 
 

24. 

23. 
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25. Click on Add Comment + icon. 
 

  
 

26. The Add Comment pop-up is displayed. You can select PORT Users to notify regarding the comment 
on the receipt. Enter a comment for the receipt. 

27. Click the Check icon to save the comment. 
 

  
 

28. The comment has been added to the receipt.  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. 

26. 

28. 

25. 

27. 
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1. Enter the PO number and click on magnifying glass to retrieve the order.   
IMPORTANT NOTES: 1st Call the supplier to initiate the return and record the RMA (Return Material 
Authorization) number. 2nd 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. 
 

2. 

1. 
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3. Click on Receipts tab. 
 

 
 

4. Click the add icon (+) to Create Quantity Receipt. 
 

 
 

 
 

 
 

4. 

3. 
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5. Scroll down the page to see the line-items for order. 
6. If you click Chevron Down, item details will be hidden like line-items 2 and 3. 
7. Check the items not being returned on your request, to remove them from the receipt.  
8. Click Remove Selected Items icon for the item checked to remove them from the return receipt.   

 

 
 

9. Enter the quantity of item(s) being returned and set Line Status to Returned. 
10. Changing Status to Returned will enable Returned For and RMA No. fields 

7. 

6. 

9. 

5. 

8. 

10. 
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11. 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 

12. Select Returned For option. Either Returned for Credit Memo or Return for Replacement.  
13. Enter the RMA No. provided by supplier. 
14. Click on Complete button. 

 

 
 

15. The Receipt Number and link is displayed for your return. 
16. Click on the PO Number to add a comment about the returned item(s). 

 
 
 
 

14. 

12. 

11. 

15. 

13. 

16. 
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17. Click on the Comments tab.  
 

 
 

18. Click on the Add icon (+) to add a comment indicating the reason for return for Materials Management 
and Accounts Payable. 

 

17. 

18. 
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19. 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. 

20. Click the Confirm icon () to add the comment.     


 
 

21. This completes the steps for this procedure. Click on the ECU icon to return to the home page. 

19. 

20. 

21. 
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1. Click the User icon.  
2. Within the fly-out menu, select My Pending Requisitions. 

 

 
 

3. You can only withdraw requisitions that are pending approval. 
Note the Requisition Status column displayed on any requisition document search. 

4. Click on the Requisition No that you need to withdraw.  
 
 
 
 
 
 

2. 

 
 

3. 

 
 

1. 

 
 

4. 
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5. Click on the active workflow step to expand details. 
 

 
 

6. A list of approvers for the active approval queue will display in the expanded approval queue.  
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. 
 
 

 
  

5. 

 
 

6. 
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7. Select Withdraw Entire Requisition for the Requisition action drop down. 
 

  
 

8. Type reason for withdrawing requisition.  
9. Click the OK button. 

 
 
 
 
 
 
 
 
 
 
 

7. 

 
 

8. 

 
 

9. 
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10. Notice that the status of the requisition indicates Withdrawn. 
11. This completes the steps for this procedure. Click the ECU icon to go home. 

 
 

10. 
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1. From the home page scroll down to find the Forms showcase. Click on Change Order Request sticker.  
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 

1. 
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2. Begin typing name of the new supplier until you see the desired supplier displayed. 
3. Select desired supplier name.  

 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 

3. 

 
 

2. 
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4. Notice supplier information has been populated.   
5. 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.    

6. Click Add and Go To Cart button. 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 

 
 
 
 
 
 
 
 
 
 

6. 

 
 

5. 

 
 

4. 
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7. Click on drop down arrow… for State Exempt. 
 

 
 

8. Select None of the Above. Note: You must select one of these options, but none really apply. 
9. 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. 
 
 
 

8. 

 
 

7. 

 
 

9. 
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10. Notice steps the document will go through before the Change Order can be completed.   
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). 

11. Click on the Submit Requisition button.   
 

 
 

12. You can track the change order request with the Requisition number that is provided. 
13. This completes the steps for this procedure. Click on the ECU icon to return to the home page. 
 

10. 

 
 

11. 

 
 

12. 

 
 

13. 
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1.  From the home page, navigate to the Forms showcase and click on Ship Code Maintenance sticker.  
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 

1. 
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2. Select either Create New Ship Code radio button or Edit Existing Ship Code radio button.  Note:  You 
need to provide the ship code if you’re requesting an edit to an exist ship code 

3. Provide the following information as appropriate for the shipping address:  Name (East Carolina 
University), Department, Street, Building, Floor / Room, City, State, and Zip Code.  Note:  Provide 
the name if the ship code is outside Greenville, NC.  

4. If you are requesting a ship code that is outside Greenville, NC, you will need to provide a business 
reason for the requested address. 

5. Click the Add and Go to Cart button. 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 

5. 

 
 

4. 

 
 

2. 

 
 

3. 
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6. Select None of the Above for State Exempt field. 
7. Click the 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.    

 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 

7. 

 
 

6. 
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8. Notice the Forms Approval workflow step for this request. PORT Administrators are approvers for 
completing the request. 
Note: Since this is a Ship Code Maintenance 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). 

9. Click the Submit Requisition button.  
 

 
 

10. You can track your ship code request with the Requisition number that is provided. 
11. This completes the steps for this procedure. Click on the ECU icon to return to the home page. 

 

8. 

 
 

9. 

 
 

10. 

 
 

11. 
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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. 

1. 

 

 

2. 
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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.    

 

5. 

 

 

3. 

 

 

4. 

 

 

6. 
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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.   
 

 
 

3. Select All from the Document type filter field then click Filter to see all history for documents relating to 
this purchase order including the requisition and receipts.  

 
 
 
 
 
 
 
 

1. 

 
 

2. 

 
 

3. 
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4. The results will now include history from all related documents. To display all results on one page, 
increase the Per Page display by choosing from the drop down. 

 

 
 

5. Continue to refine your document history by filtering Revision Numbers, Date Range, or Document type. 
6. Scroll to view all displayed history.    

 

4. 

 
 

6. 

 
 

5. 
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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.  

2. 

 

 

3. 

 

 

1. 

 

 

4. 
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5. Click the Configure Columns icon to modify the columns of data displayed in your search result. 

 

6. 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.   

5. 

 

 

6. 

 

 

7. 
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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. 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.   

10. 

 

 

8. 

 

 

9. 

 

 

11. 
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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. 

        

12. 

 

 

13. 
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1. Hover on Orders icon then Search.  

2. Select Purchase Orders. 

 

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. 

1. 

 

 

3. 

 

 

2. 

 

 

4. 
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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.  

7. 

 

 

6. 

 

 

5. 
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8. Select a value from your profile or search from all values. 

 

9. Click Apply to define the Filter parameter. 

9. 

 

 

8. 
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10. Click the Pin Filters option to pin your selected filters so they become your default filters each 

time you return to the search. 

        

10. 
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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. 

1. 

 

 

2. 

 

 

3. 

4. 
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5. Click to dropdown to select a specific date range. 
 

 
 

6.  Select Fiscal Year-To-Date. 
 

 
 

7. Click Apply to set this search parameter. 

5. 

6. 

7. 
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8. Note to results. Your search has been narrowed to the date range. 
9. Click on Add Filter to further refine your search. 

 

 
 

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. 

13. 

12. 

11. 

10. 

9. 

8. 
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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. Your search has been refined by Date and Fund fields. Note the results. 
17. Click Add Filter to refine your search by Receipt Status. 

 

 
 

18. Scroll to find Receipt Status.  
19. Click the Check Box to select this field. 

 

18. 

19. 

17. 

16. 

15. 

14. 
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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. Note your refined Results due to adding Receipt Status. 
23. Select Add Filter to add PO Number to your search parameters. 

 

 
 

24. Click the Check Box to add PO Number. 

24. 

23. 

22. 

21. 

20. 
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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.   

 

 
 

27. Note the Results of your from adding the Filters.  
28. You can open the purchase orders by Clicking the PO number. 

 

 
 

29. You can take action directly from the search by choosing an option from the Action icon. 

27. 

28. 

29. 

26. 

25. 
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30. Click Save As to save the added Filters for quick access. 
 

 
 

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. A Success message will display once the new saved search has been recorded. 
 

33. 

32. 

31. 

30. 
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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. 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.  
 

 
    
     
 
               
 
 

35. 

34. 

36. 
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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. 

1. 

 

 

4. 

 

 

3. 

 

 

2. 
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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. 

7. 

 

 

6. 

 

 

5. 
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8. Note the results and repeat Step 4 to add additional search parameters. 

This completes the steps for the procedure.       

8. 
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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. 
Expand on the desired approval folder.  

4. Filters are available for refining your searches in your approval queues: Date Range, 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. 

 
 
 
 

3. 

1. 

2. 

4. 
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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.   
Notice the paper clip icon indicates attached documentation and the red exclamation icon to indicates 
Urgent priority. 
Note: If you do not need to review the requisition before assigning it to yourself, skip to step 11. 

6. Click on the requisition number to be reviewed.  
Note: Before assigning a requisition for approval, it is recommended that you review the document to 
ensure that you have time to complete the approval. 

 

 
 
7. Navigation of the Organization Approval folder is available for requisitions pending approval from the 

Results dropdown. 
8. The Summary Tab displays the document header information. 
9. Scroll down or collapse the General section to view FOAPAL / Ship Codes and Line Item Details of 

requisition. 

5. 

6. 

7. 

8. 

9. 
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10. Review the FOAPAL / Ship Codes section then collapse it or scroll down to view all line item details. 
 

 
 

11. Once review of the document summary details is complete, click on the Assign To Myself for any 
necessary edits. 

 
 
 

11. 

10. 
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12. The requisition is now assigned to you and edits can be made. Click on edit icon under the Order Info 
section 
Note: Other approvers for this Organization folder cannot approve or modify the requisition while you 
have it assigned to yourself. 

 

 
 

13. In this example, we will select Backup Required check box. 
14. Click Save button to keep changes. 

 
 
 
 
 
 
 
 
 
 
 

14. 

12. 

13. 
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15. Notice the change was updated. 
16. To open an attachment, click on the document name link. 
17. Scroll down or collapse the header section of the requisition for FOAPAL / Ship Code edits. 

 

 
 

18. If necessary, click FOAPAL / Ship Codes edit icon, which will allow changes to FOAPAL string for 
every line item.  See Review Cart Header procedure, steps 17 – 29. For Ship To edits, see Review Cart 
Header procedure, steps 31 – 43. 

19. Continue to scroll down to make changes at line item level. 
 
 
 
 
 
 
 
 
 
 
 

17. 

16. 

15. 

18. 

19. 
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20. Check the Items Action box to select actions for all items. 
Note: To take action for a particular item see step 23. 

 

 
 

21. From the Item Actions drop down choose an appropriate action. 
Note: Rejected items will require a reason for rejection comment.  
 
 
 
 
 
 
 
 
 

21. 

20. 
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22. Click the ellipses corresponding with a line item to view actions available for each line item.  
 

 
 

23. If necessary, click FOAPAL Codes option to allow changes to the FOAPAL string for selected line item. 
See Review Cart Header procedure, steps 17 – 29. 
Note: For Ship To edits see Review Header Items procedure, steps 31 – 43. 
 
 
 
 
 
 

23. 

22. 
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24. After completing all review / edits, select the approval action from the Action drop down. 
 

 
 

25. The default value in the Actions drop down box is Approve & Next. For this example, we will select 
Approve. 

26. This completes steps for this procedure. Click on ECU icon to return to home page. 
 

 

25. 

24. 
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1. Hover on the Orders icon. 
2. Select Approvals and then click on Requisitions to Approve. 

 

 
 

3. Select an approval folder to view the listing of requisitions requiring your approval. 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 

1. 

2. 

3. 
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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 in your approval folder, click the 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 the Quick View overlay to see item information for the requisition. 

 
 
 

4. 

5. 

6. 

7. 

8. 
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9. After reviewing all the items, scroll back to the top of the Quick View to take action. 
 

 
 

10. Click the Approve button to complete a Quick View approval for this requisition.  
Note: If more time is needed for review, you can click the Assign button. 

 
 
 
 

9. 

10. 
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11. The Quick View Approval action removed this requisition from the approval folder. 

11. 
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1. The following steps will show how to return a requisition to shared Organization folder when you cannot 
complete the approval. Click on requisition # in Approval folder. 

 

  
 

2. Click the Requisition Actions dropdown. 
3. Select Return to Shared Folder from the dropdown list. 

 
 
 
 
 
 
 
 
 
 

1. 

 
 

2. 

 
 

3. 
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4. Select Back to Results from the results dropdown to return to the My PR Approvals folder. 
 

  
 

5. Notice that requisition was removed from My PR Approvals folder and is now in shared Organization 
folder. 

4. 

 
 

5. 

 
 



APPROVALS – RETURN TO REQUISITIONER 
Last Updated on: 11/4/2022 

PORT_ApprovalsReturnToReq_ver_22.3  Page 1 of 2 

 

  
 

1. The following steps will show how to return a requisition to a requisitioner for changes to be made to the 
document. Click on requisition # in My PR Approvals folder.  

 

  
 

2. Click the Requisition Actions dropdown. 
3. Select Return to Requisitioner from the dropdown list. 

 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 

1. 

 
 

2. 

 
 

3. 
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4. Enter details for returning the requisition back to the requisitioner. 
5. Click the Save Changes button. 

 

  
 

6. The requisition has been returned to the requisitioner as indicated by the document status and 
workflow. This completes steps for this procedure. 

5. 

 
 

6. 

 
 

4. 
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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. Click the Requisition Actions dropdown. 
3. Select the Forward To … option from the dropdown list. 

 
 
 
 
 
 
 
 
 
 
 
 
 

1. 

 
 

2. 

 
 

3. 
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4. Enter Last Name of a Division Approver in the User Search pop-up. 
5. Click the Search button. 

 

  
 

6. Verify the desired user account and click (+). 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 

4. 

 
 

5. 

 
 

6. 
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7. Enter an appropriate note in the Forward to… pop-up. 
8. Click Forward button. 

 

  
 

9. The Forward To reason will be included in the document’s Comment Tab. 
10. The document workflow step will indicate which approver has been assigned the document through 

forwarding. 

7. 

 
 

8. 

 
 

9. 

 
 
10. 
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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. Open the Requisition Actions dropdown. 
3. Select Place on Hold from the dropdown list.  

 
 
 
 
 
 
 
 
 
 
 
 
 

1. 

 
 

2. 

 
 

3. 
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4. Enter Hold Reason in Place on Hold pop-up. 
5. Click Place on Hold button. 

 

  
 

6. The On Hold icon indicates the status of the document in My PR Approvals folder. 
Note: Approval can be completed once the required information has been received. 

5. 

 
 

4. 

 
 

6. 
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1. The following steps will show how to place comments in history and in the Comments tab for a 
requisition. Click on requisition # in the My PR Approvals folder. 
Note: Once you add a comment, it cannot be edited or deleted.   

 

  
 

2. Select Add Comment from the Requisition Actions dropdown. 
 
 
 
 
 
 
 

 

2. 

 
 

1. 
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3. Check the box next to any appropriate email notification recipient. Click Add recipient for additional 
PORT users needing to receive notification of the comment.  

4. Enter Comment in Add Comment pop-up.  
5. Click the Add Comment button. 

 

  
 

6. Click on History tab to view the comment. 
Note the Comments tab has updated to reflect the new comment.    

 
 
 
 
 
 
 
 

5. 

 
 

6. 

 
 

3. 

 
 

4. 
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7. The comment is displayed in the Note column under the document History tab. 
8. Click on the Comments tab to view the comment only. 

 

  
 

9. Notice the comment in the Comments tab with an indication of email notification recipients. 
  
 

8. 

 
 

9. 

 
 

7. 

 
 



APPROVAL – COPY ADDRESS FROM HEADER 
Last Updated on: 7/20/2021 

PORT_Approvals_ver_21.2  Page 1 of 3 

  

 
 

1. Navigate to the requisition which needs editing.   
2. Requisitions require the user to be an approver or the creator for editing. If you are an approver, assign 

the document to yourself.   
 

 
 

3. Note the change in document action options to Approve indicating that the document is assigned to your 
user account and can now be edited. 

4. Collapse the document header section or scroll down to the FOAPAL / Ship Codes section. 
 
 
 
 
 
 
 
 
 
 
 
 
 
 

2. 

 
 

1. 

 
 

4. 

 
 

3. 
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5. Line items with different Ship To addresses will be indicated with the message “Values have been 
overridden for this line.” 

 

 
 

6. From the FOAPAL / Ship Codes section of your document, confirm the header shipping address is 
appropriate then click the link Copy to other lines. 

 
 
 
 
 
 
 
 
 
 
 

6. 
 

5. 
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7. Check the box to apply the header Ship To against all line items. 
8. Click the Copy button to execute the change. 

 

 
 

9. Note the SUCCESS message for copying the information to all checked line items. 
10. The Copy to other lines message is no longer visible, indicating that all line items reflect the same 

Ship To address as the header address.  
 
 
 
 
 
 
 

 
 

7. 

 
 

8. 

 
 

9. 

 
 

10. 
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1. To utilize Email Approvals feature, you must have the PR pending Workflow approval notification 
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.  

2. 

1. 
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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.  
 
 

4. 

3. 

5. 
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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. 
 
 
 

6. 

7. 
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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. 

9. 

10. 

8. 
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11. For this example, we will click on the Take Action button to approve this requisition. 
 

  
 

12. A browser window will open with the requisition details. 
13. Scroll down to view further details and take action on the requisition.  

13. 

12. 

11. 
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14. Use the expansion arrows to review details for the requisition. 
15. Enter your Email Approval Code. 
16. Click the Approve button. 

 

  
 

17. A Success message will display, and the requisition will continue through workflow. This completes the 
steps for the email approvals procedure. 

14. 

15. 

16. 

17. 
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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. 
 
 

 
 
 
 

1. 

2. 
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3. Enter an active PORT approver’s Last Name in Substitute Name field and select when name, 
username, and email address are displayed. 

4. In this example, we click on Include Date Range for Substitution check box.  
 

 
 

5. Select appropriate date and 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. 
Note: If your substitute is already an approver for any of your folders, you will see the appropriate 
message in a pop-up window. 
 

5. 

6. 

4. 

3. 
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7. The Substitute will be listed as an approver for each approval folder. 
8. If you need 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. 

9. This completes steps for this procedure. Click on ECU icon to return to home page. 

7. 

8. 

9. 
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1. Click one of the approval folders to view a listing of requisitions. 
 

 
 

2. Note filters available for refining your searches in the approval folders: Date Range, Priority, Supplier, 
Prepared by, Form Type, Custom Fields, Current Workflow Step, State, Department, Assigned 
Approver, Prepared For, Product Flags, Status Flags, and Supplier Class. This will require scrolling 
to see remaining filters.  

 
 
 
 
 
 
 
 
 

1. 

2. 
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3. For 1st filter, select Non-Catalog Form under Form Type filter. 
 

 
 
4. Note that Total Results Found has been update based on filter. 
5. For the 2nd filter, click on Select Multiple link for Supplier. 

 
 
 
 
 
 
 
 
 

5. 

3. 

4. 
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6. Select desired suppliers for filter. Note: This filter allows multiple selections. 
7. Click Save button. 

 

 
 

8. The Total Results Found field will update based on filter. 
9. For last filter, click Date Range combo box and select an appropriate range. 

 
 
 
 
 
 
 

6. 

9. 

8. 

7. 
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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 low to high. 

 

  
 

13. Notice the requisitions are now sorted from oldest to newest. 
14. This completes steps for this procedure. Click the ECU icon to return to home page. 

11. 

12. 

13. 

10. 

14. 
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