USER PROFILE EDITS
Last Updated on: 5/14/2021

Search (Alt+Q) Q o.00usD W

Bridget Rrowr

Simple Advanced Goto: NON-CATALOG ITEM = Favorig

View My Profile
ch for products, suppliers, forms, part number, etc

Dashboards

Manage Searches

Manage Search Exports

Set My Home Page

A
ECU Catalogs My Pending Requisitions
IMPORTANT - ProCard Only Suppliers < §5,000 My Pending Purchase Orders
® proCard is the only payment method allowed 5 3
® Maximum transaction limit of §5,000 Sle MEdlCﬂlm (:Indldiﬂﬁ.
# all ProCard rules still appl FCTOOm. enear) Logout
pply @®ECU &wf e Blacratog] |
Medical Supplies

*® If you were not a previous Amazon Business account user,

you will need to add your ProCard to your profile in

Amazon. ProCard ONLY Suppliers for orders < $5,000 ~
* All Purchasing rules apply and NC State contracts should

be utilized whenever possible
* Click on link for procedure to setup ProCard on your amazon Fisher GovConnaction Lfe

Prafile - ProCard Payment Method ~— (Gl counTen e

ProCard *ProCard “ProCard *ProCard “ProCard
Clink link for new Return Process procedure - Return
Process
TSM - Banner ID Information gﬁ%‘lg’? VWR e e Rg FsTENAL GRAINGER
Click the link to verify Banner ID does not exist ProCard ProCard ProCard ProCard ProCard ProCard
(BanneriDSearch)
Click this link to search ECU PORT for suppliers (click here)
Request new supplier if it does not exist
]

Contact ECU Supplier Management with any questions: Py
ecu-suppliermgmt@ecu.edu or 737-5325 ProCard ProCard
New Contract Information

Customer Guidelines for Shred-it Service

1. Click on the User icon in the top right corner and select View My Profile from fly-out menu.
BECU ssrsmmismnsacenenr Al Search (Alt+Q) a  ooouso W @k o R

My Profile » User's Name, Phone Number, Email, etc

Bridget Brown User's Name, Phone Number, Email, etc. 2

User Name  brownb First Name

Bridget

Last Name

Brown

User's Name, Phone Number, Email, etc Phone Number +1 252-328-1013 ext.

Language, Time Zone and Display Settings Intemational phone numbers must begin with +
Early Access Participation Mohile Phone Number

Guided Tour Instructions Intemational phone numbers must bagin with +

E-mail Address * kornegaych@ecu.edu =

Department * Administration and Finance (Administration and Finance)

Position =
Badge Id

Authentication Thwsag

User Name *

University Terms and Conditions accepted on 7/10/2012 9:08 AM System Messages

% Required Save Changes

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

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

Last Updated on: 5/14/2021

) | (S—— Al

My Profile » User's Mame, Phone Number, Email, stc.

Bridget Brown User's Name, Phone Number, Email, etc.
User Name  brownb First Name Bridget
Last Name Brown

Language, Time Zone and Display Settings Intemational phone numbers must begin with +

Early Access Participation Mobile Phone Number

Guided Tour Instructions

Intemational phone numbers must begin with +

E-mail Address *

University Terms and Conditions accepted on 7/10/2019 9:08 AM System Messages

* Required

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

@ECU MATERIALS MANAGEMENT Al

My Profile » Language, Time Zone and Display Settings

Bridget Brown Language, Time Zone and Display Settings

User Name brownb
Select a Language

Country

Currency

Time Zone

Early Access Participation

Guided Tour Instructions
Calor Theme ECU Purple & Gold
Preferred email format
| Dark

Access Training Content Configuration

Home Page .‘Ught

earch (Alt+Q) Q

000USD W @ | TSy §

kornegaych@ecu.edu =
Department * dmini and Finance ation and Finance)
Paosition =
Badge Id
Authentication Method Local
User Name ™ brownb

Save Changes

 (Ait0) a 000USD W Q@ I “ 2

M

ECU Purple & Gold

Home

Accessibility

Lo Enable Accessibility Mode O Yes @ No
Help on mouse over "

Enable Limited Animation O Yes @ No

2. Click the drop down for Color Theme to select another theme.
Purple and Gold.

PORT_UserProfileColorTheme_ver_21.1

Save Changes

Note: The default setting is ECU
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My Profile » Language, Time Zone and Display Settings

Bridget Brown

ro User Name  brownb

* Early Access Participation
Guided Tour instructions

USER PROFILE COLOR THEME
Last Updated on: 5/14/2021

Language, Time Zone and Display Settings

Select a Language
Country
Currency
Time Zone

QlQr Theme
Preferred email 10

Access Training Content Configurail™

Home Page
Accessibility

Enable AccessibilityMode O Yes
Help on mouse over

Enable Limited Animation ~ O Yes

All ~
H Light
O Yes @ No
g Default () Override

@® No

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

iy Profile b Language, Time Zone and Display Semtings

User Name brownb

User nd

Administrative Tasks

Bridget Brown

User's Name, Phone Number, Email, etc

Language, Time Zone and Display Settings

Early Access Participation

Guided Tour Instructions

Language, Time Zone and Display Settings

Select a Language
Country

Currency

Time Zone

Color Theme

Preferred email format

Access Training Content Configuration
Home Page

Accessibility

Enable Accessibility Mode O Yes
Help on mouse over

Enable Limited Animation O Yes

Al =
Light
() Yes (@ No
@ Default () Override

@ No

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.

PORT_UserProfileColorTheme_ver_21.1
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USER PROFILE EMAIL PREFERENCES
Last Updated on: 5/14/2021

@E(:U MATERIALS MANAGEMENT All v Search (Aft+Q) Q 0.00USD W (w8 'y §

My Profile b User's Name, Phone Number, Email, etc.

Bridget Brown User's Name, Phone Number, Email, etc. 7
User Name  brownb First Name Bridget
Last Name Brown
u erences
hone Number, Emai Phone Number * +1252-328-1013 ext.
Language, Time Zone and Display Settings Intemational phone numbers must begin with +
Early Access Participation Mobile Phone Number

Guided Tour Instructions Intemational phone numbers must begin with +

E-mail Address *

kornegaych@ecu.edu =
Department * ini and Finance (Admini and Finance)
Position =
Badge Id
Authentication Method Local
User Name * brownb

University Terms and Conditions accepted on 7/10/2019 9:08 AM System Messages

* Required Save Changes

1. Click on Notification Preferences link.

@E(:[j MATERIALS MANAGEMENT All~ Search (Alt+Q) Q 0.00 USD E AV IS A 1

My Profile » User's Name, Phone Number, Email, ete.

Bridget Brown User's Name, Phone Number, Email, etc. ?
User Name  brownb First Name Bridget
Last Name Brown
Phone Number * +1252-328-1013 ext.
Language, Time Zone and Display Settings Intemational phone numbers must begin with +
Early Access Participation Mobile Phone Number

Guided Tour Instructions Intemnational phone numbers must begin with +

E-mail Address *

karnegaych@ecu.edu =
Department * i 1 and Finance (Admini: and Finance)
Fosition -
Notification Preferences Badge Id
Administration & Integration
) Authentication Method Local
shopping, Carts & Requisitions
Change Requests User Name * brownb

Purchase Orders
Accounts Payable University Terms and Conditions accepted on 7/10/2019 9:08 AM System Messages
Receipts
Contracts
Supplies Manager * Required Save Changes
Supplier Management
Form Requests
User History

Administrative Tasks

2. From here, you can select any of the sub-sections of Notification Preferences. For this example, we
will select Shopping Carts & Requisitions.
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USER PROFILE EMAIL PREFERENCES
Last Updated on: 5/14/2021

PIBCT ] mermoaiomanimsamae: All-

My Profile » Notification Preferences » Shopping, Carts & Requisitions

Q 000USD W <o m 'Sy §

Bridget Brown Notification Preferences: Shopping, Carts & Requisitions ¥ Editsection ?

User Name brownb The in-application notifications are not yet available for all Email Notifjcaliaae

Prepared By - Cart Assigned Notice

Prepared By - PR line item(s) rejected None

icess Prepared By - PR rejected/returned None
al Settings

Cart Assigned Notice None

Receive PR and PO notifications for Carts None

Assigned to Me

Assigned Cart Processed Natification None

Assigned Cart Deleted Notification None
Accounts PG PR submitted into Workflow None
Receipts

Favorites Has Exported Notice None
Contracts
Supplies Manager Favorites Has Imported Notice None
Supplier Management

PP 9 PR pending Workflow approval None

Form Requests

PR Workflow Notification available None

Administrative Tasks PR Workflow complete / PO created None
PR line item(s) rejected Email & Notification

Cart/PR rejected/returned Email & Notification

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.

B RET ] aramaescenterriener Al Search (Alt+Q) a 000USD W [V rey 3

My Profile b Natification Preferences » Shopping, Carts & Requisitions

Bridget Brown Notification Preferences: Shopping, Carts & Requisitions 2

UserName  brownb The in-application notifications are not yet available for all Email Notifications.

Prepared By - Cart Assigned Notice @ Default () Override None
Prepared By - PR line item(s) rejected @ Default () Override None
Prepared By - PR rejected/returned @ Default () Override None
Cart Assigned Notice @ Default O Override None
Administration & Integration Receive PR and PO notifications for Carts @ Default () Override None
= Assigned to Me
Shopping, Carts & Requisitions
Change Requests Assigned Cart Processed Notification @ Default (O Override None
Reghase Dt
Assigned Cart Deleted Notification @ Default (O Override None
Accounts P2
Receipts Priaitted into Workflow @ Default () Override None
Contracts
Supplies Manager avorites Has Exported Notice @ Default () Override None
Supplier Management .
Favorites Has InTeeigd Notice (@ Defal Override None
Form Requests
PR pending Workflow approval O Default @ Override None B
,
PR Workflow Notification available (@) Dwigylt O Override o
mail
PR Workflow complete / PO created @ Default () Overri® Notification
Email & Notification
PR line item(s) rejected O Default @ Override Email & Notification <
Cart/PR rejected/returned O Default @ Override Email & Notification v

Save Changes | Cancel

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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USER PROFILE EMAIL PREFERENCES
Last Updated on: 5/14/2021

@ECU 'MATERIALS MANAGEMENT All =
My Profile b Notification Preferences » Shopping, Carts & Requisitions
Bridget Brown Notification Preferences: Shopping, Carts & Requisitions
User Name  brownb The in-application notifications are not yet available for all Email Notifications.
Prepared By - Cart Assigned Notice @ Default () Override
Prepared By - PR line item(s) rejected @ Default () Override
Prepared By - PR rejected/returned @ Default (O Override
Cart Assigned Notice @ Default (O Override
Administration & Integration Receive PR and PO notifications for Caris @ Default () Override
= Assigned to Me
Shepping, Carts & Requisitions
Change Requests Assigned Cart Processed Notification @ Default (O Override
Purchase Orders 3
Assigned Cart Deleted Notification @ Default (O Override
Accounts Payable
Receipts PR submitted into Workflow @ Default (O Override
Coniracts
SupplieTYaggger Favorites Has Exported Notice @ Default () Override
Supplier Management )
Favorites Has Imported Notice @ Default (O Override
Form Requests
User Hist PR pemeigg Workflow approval O Default @ Override
Administi
PR Workflow Notification availate @ Default (O Override
PR Workflow complete / PO created @ salgylt (O Override
PR line item(s) rejected Q Default @ Override
Cart/PR rejected/returned (O Default @ Override

rch (Alt+Q) Q 000USD W QM

MNone

None

None

None

None

None

None

None

None

None

Ematstfcton [
None
None
Email & Notification ae
Email & Notific e v

Save Changes

5. Click Save Changes button to update the event for notifications on your profile.
6. This completes the steps for this procedure. Click on the ECU icon to return to the home page.
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USER PROFILE — USING EMAIL NOTIFICATIONS
Last Updated on: 5/14/2021

P W BECU wronusssranscrm Al Search (Alt+) a opuso W QF uo R

Go to: NON-CATALOG ITEM | Favorites | Forms | Shop | Quick Order e Categories | Contracts | Chemicals

o

.
P
-~
AL
ECU Catalogs v

m IMPORTANT - ProCard Only Suppliers < $5,000

* pProCard is the only payment method allowed

# Maximum transaction limit of $5,000 stECU Med&ﬁ)dv") (.;andida‘lﬁ,

# All ProCard rules still appl: loreroom esearc
uh PEY ECU Supp... Participant, ..

Medical Supplies
 If you were not a previous Amazon Business account user, w

you will need to add your ProCard to your profile in

Amazon. ProCard ONLY Suppliers for orders < $5,000 v
® All Purchasing rules apply and NC State contracts should

be utilized whenever possible

# Click on link for procedure to setup ProCard on your amazon Fishor
Profile - ProCard Payment Method ~ @M @ ioe

PRODL

S e A =
ProCard *ProCard *ProCard ProCard *ProCard *ProCard

Clink link for new Return Process procedure - Return

Phagess
TSM - BanndNQ Information Office e R BasTENAL e
Click the link to veMwganner ID does not exist DEPOT roCard - Procard e Procard
(BanneriDSearch)
Click this link to search ECUYWQET for suppliers (click here)
Request new supplier if it does not ™t
Contact ECU Supplier Management with alwguestions: BIORAD Y
ecu-suppliermgmt@ecu.edu or 737-5325 Frocard ProCard
New Contract Information

Customer Guidelines for Shred-it Service

Customer Guidelines for Kinston Refrigeration

Sqpuier Supplies ~

Materials Management Forms

Authorization for Gift Cards, Incentives. or Prizes o m m w

£ Search for anything o]

o
2
a

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.

Curssrt Maltion

Help Search

Fagged

2 olina Unive
Il Lina Itams a Requisitionif: 3263938

Thin aemnil neiginatad frem outsids ECL

#ECU

Re Line llems(s) Rejected For Requisitions. 2263038
Cart Mame; 2021.05-06 alphine 05

Prepared for: Bridget Brown

Prepared by Bridget Broawn

Rejected by: Charles Boulineau

Dear Bridget Brown,

All line items in the requisition lsted above have been

rejected. You can review the details of this requizsibion onling
by using "My Requisitions”, or by selecting the LIRL below

i to Mgme

If you have any questions with regard to this requisition,
please contact the approves who rejected the requisition or
your SelectSite Suppont Team

Support Team Contact Infermation

hange (g Display 5w

3. Double-click the email to view the notification.

PORT_UserProfileUsingEmailNotif_ver_21.1 Page 1 of 3



USER PROFILE — USING EMAIL NOTIFICATIONS
Last Updated on: 5/14/2021

H] ’I‘ J, = All Line ltems have been Rejected for Requisition#: 3263938 - Message (HTML)

File Message Help @ Tell me what you want to do

@ = O B B39 MM Email Ac.. - [m| [o] [« " )
) Reply All Loy~ To Manager = L

Delete Archi
, Delete Archive 1 Team Email

Mave Tags Editing Speech  Zoom Shareto  Insights Reply with
Forward Er] b - =l b > Teams Meeting Poll

Delete Respond Quick Steps ] Move Zoom Teams FindTime

All Line Items have been Rejected for Requisition#: 326

- R . R Forward
East Carolina University <por

To Boulineau, Chuck

P

If there are problems with how this message is displayed, click here to view it in a web browser.

Re: Line ltems(s) Rejected equisition#: 3263938
Cart Name: 2021-05-06 alphinc 05
Prepared for: Bridget Brown
Prepared by: Bridget Brown
Rejected by: Charles Boulineau

Dear Bridget Brown,

All line items in the requisition listed above have been rejected. You can review the details
this requisition online by using "My Requisitions", or by selecting the URL below.

If you have any questions with regard to this requisition, please contact the approver who
rejected the requisition or your SelectSite Support Team

Support Team Contact Information

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.

PORT_UserProfileUsingEmailNotif_ver_21.1 Page 2 of 3



USER PROFILE - USING EMAIL NOTIFICATIONS
Last Updated on: 5/14/2021

& c @

© B S5 https://usertestgaemEst.com/apps/Router/ReqSimpleSubmittedSummary?Reqld=32639: 90%
¥ Most Visited o Most Visited
a @ECU MATERIALS MANAGEM®Y All~ Search (Al+Q)
! BoedfSition ~ 3263938
Summary  Taxes/S&H Comments Attachmengs  History
rﬂ SUppliers
Accruals no value N
Attachments
for all
o .
suppliers
e Bill Ig
pivy PO Clauses View details
East Carolina University
Accounts Payable
& 120 Reade St.
Fin. Srv. Bidg.
.Ill.l ACCOUNTSPAYABLE@ecu edu
Greenville, NC 27858-4353
United States
FOAPAL / Ship Codes e
Chart Fund Organization Account Program Activity Location
E 17 230601 7210 o value no value
aroling University AA General Institutional  AF Purchasing Office Supplies Default Program Code

Suppart
Ship To

Attention: Cathy Alphin
Phone: +1 (252) 328-5555
Email: alphinc@mail ecu.edu
East Carolina University
SOM Business Affairs

1605 Arlington Bivd

Tpb

Summary - Requisition 2263933 *

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.

/n‘l @ECU MATERIALS MANAGEMENT
Requisition ~ : 3263938
Summary Taxes/S&H Comments Artachments History
)
- Start | R er
mm/ddfyyyy Action
-
jiTy
Filter Clear All Filters
& 1-8 of 8 Results
ah Field
Line No Date/Time ~  User Step(s) Action sage
5/6/2021 433 Charles Org (Division) Requisition
PM Boulineau Approval rejected
Line1 5/6/2021 433 Charles Org (Division) Reguisition Line
PM Boulineau Approval item rejected
5/6/2021 433 Charles Org (Division) Requisition
PM Boulineau Approval assigned
5/6/2021 433 System Banner System  Reguisition
PM Validation approved
Line 1 5/6/2021 433 System Banner System  Requisition note
PM Validation added

All= Search (Alt+Q)
Q Requisition v
Document type
Export CSV
20 Per Page
From To Note

Rejecting this duplicate order. Original
order was submitted on 5/3/2021

Item 1, Sequence 1: WARNING -
Budget is exceeded for item
1,5equence 1.

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.

PORT_UserProfileUsingEmailNotif_ver_21.1

- @ i Y nm e =
B3 Other Bookmarks
a ooousp W QB [y §
® = @
-
Rejected
Total (0.00 USD) M
Subtotal 0.00
Shipping 0.00
Handling 0.00
0.00
What's next? v
Workflow [ =]
+
&
+
Rejected
5/6/2021 4:
Q opousp W @ B S §
& @
~
Rejected
Total (0.00 USD) ~
Subtotal 0.00
Shipping 0.00
Handling 0.00
0.00
What's next? v
Workflow =

Org (Division) Approval

Rejected)

Boulineau
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FOAPAL CODE EDITS
Last Updated on: 5/18/2021

Search (Alt+Q) Q 0.00USD W QB

1) @ G E— Al

Simple Advanced

* ProcCard is the only payment

Go to: NON-CATALOG ITEM

ECU Catalogs

Favorites  Forms

* Maximum transaction Jia ECU Medical Candidate,
# All ProCarg il apply Skxerst:omCWID Pnr:sga:'::
pp... articipant, ..

you were not a previous Amazon Business account user,
you will need to add your ProCard te your prfile in

Amazon.
# All Purchasing rules apply and NC State contracts should
be utilized whenever possible

Simple Advanced

iers, forms, part nur

Medical Supplies

ProCard ONLY Suppliers for orders < $5,000

Go to: NON-CATALOG ITEM

Bridget Brown
Favorites =~ Form:

shop  Quick Order

View My Profile
Dashboards

Manage Searches

Browse: Categgiee

ontracts

Manage Search Exports

Set My Home Page

My Pending Requisitions

Chemicals

# click on link for procedure to setup ProCard on your amazon @-u- @
~ Sclonbific oilioe [l
Profile - ProCard Pay it Method et e A B or
rerfe - rotard rayment Methe ProCard *ProCard *ProCard ProCard *ProCard
Clink link for new Return Process procedure - Return
Process
TSM - Banner ID Information Qffice o~ e Rg Fasrena GRAINGER.
Click the link to verify Banner ID does not exist Procard ProCard ProCard ProCard ProCard ProCard
(BanneriDSearch)
Click this link to search ECU PORT for suppliers (click here)
Request new supplier if it does not exist
Contact ECU Supplier Management with any questions:
ecu-suppliermgmt@ecu.edu or 737-5325 ProCard ProCard
New Contract Information
Customer Guidelines for Shred-it Service
Click on User icon.
@FEU MATERIALS MANAGEMENT All> Search (Aft+Q) Q o.oousD W QB L2

ECU Catalogs

IMPORTANT - ProCard Qg Mhpliers < §5,000 My Pending Purchase Orders
* proCard is {pese payment method allowed
® N transaction limit of $5,000 ECU Medical Candidate,

All ProCard rules still apply Storeroom COVID Research Logout

Supp... Participant,...
" ” Medical Supplies

® If you were not a previous Amazon Business account user,

you will need to add your ProCard te your profile in

Amazon. ProCard ONLY Suppliers for orders < §5,000 ~
® All Purchasing rules apply and NC State contracts should

be utilized whenever possible
® click on link for procedure to setup ProCard on your amazon Fisher .

Profile - ProCard Payment Method S— @H—l"k e’(ﬂn B -

ProCard *ProCard “*ProCard ProCard *ProCard *ProCard

Clink link for new Return Process procedure - Return
Process
TSM - Banner ID Information Office vwRe S oK FasTENAL Pr—

i i i DEPOT TTEAR4TIETA fr1i
Click the link to verify Banner ID does not exist Pt E] il —— v et

(BanneriDSearch)
Click this link to search ECU PORT for suppliers (click here)

Request new supplier if it does not exist

=
Contact ECU Supplier Management with any questions:
ecu-suppliermgmt@ecu.edu or 737-5325 Procard ProCard

New Contract Information
Customer Guidelines for Shred-it Service

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

PORT_FOAPALCodeEdits_ver 21.1 Page 1 of 3



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

@FK}U MATERIALS MANAGEMENT All~ Search (A+Q) Q

My Profile b User's Name, Phone Number, Email, etc.
Br]dget Brown User's Name, Phone Number, Email, etc.

User Name  brownb First Name Bridget

Last Name

Brown

Phone Number * +1252-328-1013 ext.
Language, Time Zone and Display Settings Intemational phone numbers must begin with +
Early Access Participation Mobile Phone Number
Guided Tour Instructions Intematianal phone numbers must begin with +

*

E-mail Address kornegaych@ecu.edu =

Department * ini and Finance (Admini and Finance)

Position =

Badge Id

Authentication Method Local

User Name * brownb

University Terms and Conditions accepted on 7/10/2019 9:08 AM System Messages

* Required

3. Click on Default User Settings link.

@EC[J 'MATERIALS MANAGEMENT Al > Search (Al+Q) aQ

My Profile ¢ User's Name, Phone Number, Email, etc.

Bridget Brown User's Name, Phone Number, Email, etc.
User Name  brownb First Name Bridget
Last Name Brown
Phone Number * +1252-328-1013 ext.
Language, Time Zone and Display Settings Intemational phone numbers must begin with +
Early Access Participation Mohile Phone Number
Guided Tour Instructions Intemational phone numbers must begin with +
ate Security S
- E-mail Address * kornegaych@ecu.edu =
Setting i
: uﬂuﬁ Flela ;in«; Accounting Code Defaults Department * Administration and Finance (Administration and Finance)
Default Addresses
Position =
Cart Assignees
Checkout Settings Badge Id
Payment Options
. Authentication Method Local
Chemical Location Defaults
oles and Access User Name * brownb

University Terms and Conditions accepted on 7/10/2019 9:08 AM System Messages

¥ Required

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

PORT_FOAPALCodeEdits_ver_21.1
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Save Changes
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Save Changes
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FOAPAL CODE EDITS
Last Updated on: 5/18/2021

BECU surmussamcma All - Search (Alt+Q) Q 000USD W (v P 3
My Profile » Custom Field and Accounting Cade Defaults
Bridget Brown Custom Field and Accounting Code Defaults ?
User Name brownb Internal info setup  Order info setup  FOAPAL Code Setup  Code Favorites
2
Default Value Description Edit Values
State Exempt No Default Value Edit |
Work Order # No Default Value Edit |
Zustom Field and Accounting Code Defaults Accruals No Default Value Edit |
Default Addresses
Cart Assignees
Checkout Settings
Payment Options
Chemical Location Defaults
ngs
5. Click on FOAPAL Code Setup tab.
A e pr—— A~ Search (Alt+Q) a  ooousp W QK- AR
My Profile b Custom Field and Accounting Code Defaults
Bridget Brown Custom Field and Accounting Code Defaults ?
rﬂ User Name brownb Internal info setup = Order info setup | FOAPAL Code Setup Code Favorites
iy
AR Custom Field Name  Default Value Description Edit Values
Chart E East Carolina University Edit |
- p—
E Fund 111170 AA General Institutional Support Edit |
n Custom Field and Accounting Code Defaulis Organization 230601 AF Purchasing Edit |
Default Addresses Account 72110 Office Supplies Edit |
1k Cart Assignees Program 0000 Default Program Code Edit |
Checkout Settings Activity No Default Value Edit |
Faymen:Opfions Location No Default Value Edit |
Chemical Location Defaults e
Commodity Code No Default value &ﬁt|

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.

PORT_FOAPALCodeEdits_ver 21.1 Page 3 of 3



FOAPAL CODE - ADDITIONS BY VALUE
Last Updated on: 5/18/2021

@EC[J MATERIALS MANAGEMENT Al Search (Alt+Q) Q 0.00USD W (v IS e §
My Profile » Custom Field and Accounting Code Defaufts
Bridget Brown Custom Field and Accounting Code Defaults ?
User Name brownb Internal info setup  Order info setup FOAPAL Code Setup | Code Favorites
=
Custom Field Name Default Value Description Edit Values

Chart E East Carolina University Edit |

Fund No Default Value Edit |

Custom Field and Accounting Code Defaults Organization 230601 AF Purchasigg Edit |

Default Addresses Account 72110 Piice Supplies Edit |

Cart Assignees Program otoo Default Program Code Edit |

Chatiboaksabags At No Default Value Edit |

i Location No Default Value Edit|

Chemical Location Defgylie y Ses

Commaodity Code No Default Value Edit |

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.

@ECLJ MATERIALS MANAGEMENT Al Search (Ait+Q) Q 0.00USD W Q ey §

My Profile » Custem Field and Accounting Code Defaults

Bridget Brown Custom Field and Accounting Code Defaults 2

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

Custom Field Name Default Value Description Edit Values
Fund No Default Value it |
/ Edit Values _Close |
e

Default Addresses -

Cart Assignees Value Description

Checkout Settings

Payment Optigz

Bl Location Defaults
Settings * Custom Field Values marked with an

asterisk are role-based values. Users can
only modify the Default status of these
Custom Field Values.

2. Click on the Create New Value button.

PORT_FOAPALAdditionsbyValue_ver 21.1 Page 1 of 3



FOAPAL CODE - ADDITIONS BY VALUE
Last Updated on: 5/18/2021

@E(:LJ MATERIALS MANAGEMENT

My Profile » Custom Field and Accounting Code Defauhts

Bridget Brown

User Name  brownb

Custom Field Name

Fund

/" Edit Values

Default Addresses

Cart Assignees Value  Description

Checkout Settings

Payment Options

Chemical Location Defaults

T

Custom Field and Accounting Code Defaults

Default Value
No Default Value

Search For Value
g Fund

Value 111170
Description

Results Per |5 ‘

Page
4' Search|

marked with an asterisk are
role-based values. Users can

only modify the Default
status of these Custom Field
values.

3. Type in the correct value for the element you are adding.

4. Click on the Search button.

BTECN s rmoans saacmanes

My Profile » Custom Field and Accounting Code Defaults

Bridget Brown

User Name  brownb

Custom Field Name

Fund

/ Edit values

Custom Field and Accounting Code Defaults

Default Addresses

Create New Value |

Cart Assignees value Description

Payment Options

Chemical Location Defaults

Custom Field Values.

5. Select the check box beside the value.
6. Click the Add Values button.

PORT_FOAPALAdditionsbyValue_ver_21.1

Custom Field and Accounting Code Defaults

Default Value

No Default Value

Results Val

Found

Description

Description

Al Q 000USD W

@ r

Internal info setup  Order info setup  FOAPAL Code Setup | Code Favorites

Edit Values

In this example, we are adding a Fund value.

Alv Search (Alt+Q) Q 000USD W QB ey

Internal info setup  Order info setup  FOAPAL Code Setup | Code Favorites

Edit Values

Close |

4|/Pageiof1(2l 2

Description

AA General

111170 Institutional Support

Custom Field Values marked with an ’ Add ‘ |
T BT0eS. USers can i Nalures | Bacicto Seach,

only modify the Default status of these

Page 2 of 3



FOAPAL CODE - ADDITIONS BY VALUE
Last Updated on: 5/18/2021

@E(:U MATERIALS MANAGEMENT All v Search (AIt+Q) Q 0.00USD W QK ey 3

Profile » Custom Field and Accounting Code Defaults

Bridget Brown Custom Field and Accounting Code Defaults 2

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

Custom Field Name Default Value Description Edit Values

Fund No Default Value E |

/ Edit Values

Default Sa Close |
Custom Field and Accounting Code Defaults
Default Addi
aesd S Search For Value 2

Cart Assignees Value  Description

111170 AA General
Institutional
Support Description

Field Name Fund
Checkout Setting value 111170

Results Per [5 -]
Page

Search |

* Custom Field values

marked with an asterisk are No Resuits Found
role-based values. Users can

only modify the Default

status of these Custom Field

values.

7. Notice that the Fund value is now in your list of values for Funds. Also note that there is no default
value set for Funds. See the FOAPAL Code Setting Default procedure to setup the default Fund value.
8. This completes the steps for this procedure. Click on the ECU icon to return to the home page.
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FOAPAL CODE - ADDITIONS BY DESCRIPTION
Last Updated on: 5/18/2021

@E(:U MATERIALS MANAGEMENT All - Search (Alt+Q) Q 0.00USD W D p A2

My Profile » Custom Field and Accounting Code Defaults

Bridget Brown Custom Field and Accounting Code Defaults 2

User Name  brownb Internal info setup Order info setup FOAPAL Code Setup Code Favorites
2

Custom Field Name Default Value Description Edit Values

Chart E East Carolina University

B

Fund T s

E

Custom Field and Accounting Code Defaults Organization 230601 AF Purchasing Edit |
Default Addresses Account 72110 Office Supplies Edit |
Cart Assignees Program 0000 Default Pragram Code Edit |
Checkout Settings Activity No Default Value Edit |
Payment Options Location No Default Value Edit |
Chemical Location Defaults —

Commodity Code No Default Value Edit |

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.

BECU snremasssacesssaer Al Search (Alt+Q) a 0o0USD W @ Q@ R Ty

My Profile b Custom Field and Accounting Code Defaults

Bridget Brown Custom Field and Accounting Code Defaults ?
User Name brownb Internal info setup | Order info setup FOAPAL Code Setup  Code Favorites
.
Custom Field Name Default Value Description Edit Values

Fund No Default Value Edit |

/" Edit Values Close |

Custom Field and Accounting Code Defaults

Default Addresses

Create New Value |

Value  Description
111170 AA General Institutional
Support

Cart Assignees

Checkout Settings
Payment O

cal Location Defaults

Settings * Custom Field Values marked with an
asterisk are role-based values. Users can
anly madify the Default status of these

Custom Field Values.

2. Click on the Create New Value button.

PORT_FOAPALAdditionsbyDescript_ver_21.1 Page 1 of 3



FOAPAL CODE — ADDITIONS BY DESCRIPTION

BYECT aarmstarscasiacmimn:

My Profile » Custom Field and Accounting Code Defauhis

Bridget Brown

User Name brownb

Custom Field ar

“~~ounting Code Defaults

Default Addresses

Cart Assignees

Checkout Settings

Egyment Options

Last Updated on: 5/18/2021

Al Search (All+Q) Q 000USD W ok Fa 3
Custom Field and Accounting Code Defaults ?
Internal info setup | Order info setup  FOAPAL Code Setup | Code Favorites
2
Custom Field Name Default Value Description Edit Values
Fund No Default Value Edit |
/" Edit Values Close |
Create New Value |
Search For Value 2

) Qegcription
111170 AA Genera
Institutional
Support

Field Name Fund

Chemical Location Defaults

* Cyciom Bl

marked with an asterisk are
role-based values. Users can
only modify the Default
status of these Custom Field
walues.

3. Type in the description for the element you are adding
with Chemistry in the Description.

4. Change the Results per Page to 50.

5. Click on the Search button.

. In this example, we are adding a Fund value

@E(:LJ MATERIALS MANAGEMENT

My Profile b Custom Field and Accounting Code Defauhts

Bridget Brown

User Name  brownb

Default Addresses

Custom Field and Accounting Code Defaults

Allw

Q 0.00USD W A

Internal info setup Order info setup | FOAPAL Code Setup  Code Favorites

Custom Field Name Default Value

Fund Nao Default Value

/ Edit Values

gate New Value |

Description

Edit Values

Close |

A|Pagel1of 12 ?

Description

Chemistry
Qverhead

Chemistry

Cart Assignees wvalue  Description o
Checkout Settings 111170 AA General Institutional 19
Support
Payment Options select Value
Chemical Location Defaults -
User Roles and Access Y ooz
oval Settings * Custom Field Values marked with an o
dadckorg role-based values. Users can
only modify the Default status ot o 141520
erences Custom Field Values. [m]
141620
Administrative Tasks o
141739
o
141764
o
210272
o
212847
o
212949
O
2E2082

Clinical Chemistry
Grad Program

Biochemistry
Research

Grant Lapsed
Salaries Biochemistry

Chemistry
Internship

CHEMISTRY AND
PHYSICS
SCHOLARSHIP P

CHEMISTRY AND
PHYSICS
SCHOLARSHIP P

Everett Chemistry
Scholarship

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.

PORT_FOAPALAdditionsbyDescript_ver_21.1 Page 2 of 3



1.

10.

FOAPAL CODE — ADDITIONS BY DESCRIPTION

Last Updated on: 5/18/2021

) /@ 0 S——

My Profile b Custom Field and Accounting Code Defauits

9. Click the Add Values button.

stom Field Accoun

getehli Create New Value |

Default Addresses
Cart Assignees Value  Description
Checkout Settings 111170 AA General Institutional

Support
Payment.Opkang E2082 Everett Chemistry Scholarship

Chemical Location Defaults

* Custom Field Values marked with an
asterisk are role-based values. Users can
only modify the Default status of these
Custom Field Values.

141764

210272

212947

212949

2E2082

6C2082

EA5907

ET3457

ET5181

MT7151

MT7155

MT7158

MT7157

MT7158

MT7158

All =

Grant Lapsed
Salaries Biochemistry

Chemistry
Internship

CHEMISTRY AND
PHYSICS
SCHOLARSHIP P

CHEMISTRY AND
PHYSICS
SCHOLARSHIP P

Everett Chemistry
Scholarship

Grover C Everett
Chemistry Award

Chemistry Sch Pool

Chemistry Dept

Chemistry Nmr Ctr

Biochemistry
General

Biochemistry Sem
Series

Biochemistry
Chalavich

Biochemistry
Barakat

Biochemistry
Pennington

Biochemistry Pekala

Add Values | Back to Search |

Results Per Page

50 v

Results
Per
Page
50 -

Select
]

Values
Found
18

Value

120022

141320

141620

141739

141764

210272

< Page 1of1/2|

@E{:LJ MATERIALS MANAGEMENT Al Search (Alt+Q)
ofile » Custom Field and Accounting Code Defaufts
Bridget Brown Custom Field and Accounting Code Defaults
User Name  brownb Internal info setup Order info setup | FOAPAL Code Setup Code Favorites
?
Custom Field Name Default Value Description Edit Values
Fund No Default value
,/ Edit Values Close |

4|Pagetof 1|2l ?

Description
Chemistry
Overhead

Chemistry

Clinical Chemistry
Grad Program

Biochemistry
Research

Grant Lapsed
Salaries Biochemistry

Chemistry
Internship

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.

PORT_FOAPALAdditionsbyDescript_ver_21.1
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FOAPAL CODE CHANGING DEFAULTS
Last Updated on: 5/18/2021

@ECU MATERIALS MANAGEMENT All v Search (Ait+Q) Q 0.00USD W Lv Al re §

My Profile » Custom Field and Accounting Code Defaults

Bridget Brown Custom Field and Accounting Code Defaults 2

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

7

) Custom Field Name  Default Value Description Edit Values
. = Chart E East Carolina University Edit |
Def: 111170 AA General Institutional Support :H;Iﬁi
Organization 230601 AF Purchasing *} (Edit |
Default Addresses Account 72110 Office Supplies Edit |
Cart Assignees Program oo Default Program Code Edit |
Checkout Settings Activity Mo Default Value Edit |
Fayment Options Location No Default Value Edit |
Chemical Location Defaults
Commodity Code No Default Value Edit |

nd Access

and Approval Settings

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.

Alv Search (Alt+Q) Q nooUSD W QM L2
MATERIALS MANAGEMENT

My Profile »Custom Field and Accounting Code Defaults

Bridget Brown Custom Field and Accounting Code Defaults 2

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

7

Custom Field Name Default Value Description Edit Values

Organization 230601 AF Purchasing |

/ Edit Values Close |
Custom Field and Accounting Code Defaults Create New Value |
Default Addresses
Cart Assignees Value  Description
Checkout Settings 230601 AF Purchasing

230602 AF Central Receiving and
P t Opt
e Warehouse

Chemical Location Defaults ‘.' 230603 AF Medical Stores

* Custom Field values marked with an

asterisk are role-based values. Users can
only modify the Default status of these
Custom Field Values.

e Tasks

2. Select the value that you want to make the default. Note: The current default value is in bold print.

PORT_FOAPALCodeChangDefault_ver 21.1 Page 1 of 2



FOAPAL CODE CHANGING DEFAULTS

@ECU MATERIALS MANAGEMENT

My Profile » Custom Field and Accounting Code Defaults

Bridget Brown

User Name brownb

Custom Field and Accounting Code Defaults

Default Addresses

Cart Assignees

Last Updated on: 5/18/2021

Checkout Settings

Payment Options

Chemical Location Defaults

3. Select the Default check box.

4. Click the Save button.

BYBELL sz sanimimr

Profile » Custom Field and Accoumting Code Defaufts

Bridget Brown

User Name  brownb

Custom Field and Accounting Code Defaults

Default Addresses

Cart Assignees

Checkout Settings
Payment Opjie

effemical Location Defaults

—>

All ~ Search (Ali+Q)
Custom Field and Accounting Code Defaults
Internal info setup  Order info setup FOAPAL Code Setup  Code Favorites
&
Custom Field Name Default Value Description Edit Values
Organization 230601 AF Purchasing |
/ Edit Values Close |
Create New Value |
Edit Existing Value T
Value  Description = e
230601 AF Purchasing e
M AF Medical Stores
and Warehouse Default =
Status active
4> Save| Remove
* Custom Field Values marked
with an asterisk are role-based
values. Users can only modify the
Default status of these Custom
Field Values.
Al ~
Custom Field and Accounting Code Defaults
Internal info setup | Order info setup FOAPAL Code Setup  Code Favorites
2
Custom Field Name Default Value Description Edit Values
Organization 230603 AF Medical Stores «
/ Edit Values Close |
Create New )3
Edit Existing Value ?

Value  Description

= Value 230603
230601 AF Purchasing
230602 AF Central Receiving Description  |AF Medical Stores
and warehouse Default e
Status active
Save | Remove

* Custom Field Values marked
with an asterisk are role-based
values. Users can only modify the
Default status of these Custom
Field Values,

Q

=}

0.00USD W

0.00USD W

@ r

O K

5. Notice the value is now bold and identified as the default Organization. This value will now display as
the default on your shopping carts.
6. This completes the steps for this procedure. Click on the ECU icon to return to the home page.
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FOAPAL CODE DELETIONS
Last Updated on: 5/18/2021

@E{:{j MATERIALS MANAGEMENT All > Search (Alt+Q) Q 0.00USD W DM

r
%

My Profile » Custom Field and Accounting Code Defaults

Bridget Brown Custom Field and Accounting Code Defaults 2

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

?

Custom Field Name  Default Value Description Edit Values

Chart E East Carolina University Edit |

Default U b 111170 AA General Institutional Support Edit |

Qrganization 230601 AF Purchasing »ﬂ\

Default Addresses Account 72110 Office Supplies Edit |

Cart Assignees Program 0000 Default Program Code Edit |

Checkout Settings Activity Mo Default Value Edit|

Frapnentoptisns Location No Default Value Edit |
Chemical Location Defaults

Commeodity Code No Default Value _Eg‘l!t_i

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.

@ECU MATERIALS MANAGEMENT Al ~ Search (Alt+Q) Q 0.00USD W QK ey 3

My Profile b Custom Field and Accounting Code Defaults

Bridget Brown Custom Field and Accounting Code Defaults 2

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

2

Custom Field Name Default Value Description Edit Values
Qrganization 230601 AF Purchasing |
/ Edit Values Close |

Custom Field and Accounting Code Defauits Create New Value |

Default Addresses

Cart Assignees Value  Description
Checkout Settings 230601 AF Purchasing

230602 AF Central Receiving and
Warehouse

230603 AF Medical Stores

Payment Options

Chemical Location Defaults

* Custom Field Values marked with an
asterisk are role-based values. Users can
anly madify the Default status of these

Custom Field Values.

2. Click on value that you want to remove from your profile.

PORT_FOAPALCodeDeletions_ver 21.1 Page 1 of 2



BT hicmcz ascments

My Profile » Custom Field and Accounting Code Defaults

Bridget Brown

User Name  brownb

Custom Field and Accounting Cou. Nefaults
Default Addresses
Cart Assignees
Checkout Settings
Payment Options

Chemical Location Defaults

tive Tasks

FOAPAL CODE DELETIONS
Last Updated on: 5/18/2021

All >

Custom Field and Accounting Code Defaulis

Internal info setup  Order info setup  FOAPAL Code Setup Code Favorites

3. Click on the Remove button.

@E(:U MATERIALS MANAGEMENT

Profile » Custom Field and Accounting Code Defaults

Bridget Brown

User Name  brownb

Custom Field and Accounting Code Defaults

Default Addresses
Cart Assignees
Checkout Settings
Payment Options

Chemical Location Defaults

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.

2
Custom Field Name Default Value Description Edit Values
Organization 230601 AF Purchasing it |
,/ Edit Values Close |
Create New Value |
Edit Existing Value ?
Value cription i 230602
230601 AF Purd aue
Description |AF Central Receiving and Warehou:
it (]
230603 AF Medical Stores Status
Remove |
* Custom Field Values marked
with an asterisk are role-based
values. Users can only modify the
Default status of these Custom
Field Values.
All ¥ Search (Alt+Q)
Custom Field and Accounting Code Defaults
Internal info setup | Order info setup  FOAPAL Code Setup  Code Favorites
T
Custom Field Name Default Value Description Edit Values
QOrganization 230601 AF Purchasing \
J/ Edit Values Close |
Create New Value
Value Description
230601 AF Purchasing

230603 AF Medical stores

* Custom Field Values marked with an
asterisk are role-based values. Users can
only modify the Default status of these
Custom Field Values.

PORT_FOAPALCodeDeletions_ver_21.1
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FOAPAL CODE - FAVORITES
Last Updated on: 5/18/2021

2] 1| O [———— All~ Search (Alt+0) Q ooousD W QM

My Profile »Custom Field and Accounting Code Defaulis

Bridget Brown Custom Field and Accounting Code Defaulis

User Name brownb Internal info setup = Order info setup FOAPAL Code Setup ' Code Favorites

?
Custom Field Name

Default Valug Description Edit Values

Chart East Caralina University

Fund 11170 AA General Institutional Support
@rganization 230601 AF Purchasing
Default Addresses Account 72110 Office Supplies
Cart Assignees Program 0000 Default Program Code
Activity No Default Value
] it Opti
TEOen Location No Default Value
Chemical Location Defaults s
Commodity Code No Default Value

User History

Administrative Tasks

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.

@ECU MATERIALS MANAGEMENT Al Search (Alt+Q) Q 0.00UsD W QM

My Profile b Custom Field and Accounting Code Defaults

Bridget Brown Custom Field and Accounting Code Defaults

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

Use Code Favorites for quick access to accounting code combinations s
checkout. You may create a new Code Favarite by clicking the “Add" button and entering
commonly used combination of accounting codes with or without splits. Cade Favorites are
accessed during checkout by editing the codes section or by selecting it a5 your default accounting
codes in your profile,

ved to your profile during

Custom Field and Accounting Code Defaults

Default Addresses
Add |
Cart Assignees
;: FOAPAL Codes 2
Checkout Settings
Payment Options
Chemygab#Bcation Defaults Chart Fund  Organization Account Program  Activity  Location
no value no value no value no value no value no value no value

Code Favorites for Check Requests & Invoices

2. Click on the Add button.

PORT_FOAPALFavorites_ver_21.1 Page 1 of 4
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Nickname |Medical Storeroom

2 Default

FOAPAL CODE - FAVORITES
Last Updated on: 5/18/2021

Account Program Activity Location add

split

E

111170

| [230603 | [r2110

|ongo | I

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

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

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

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

—P suve| et

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

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

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.

@ECLI MATERIALS MANAGEMENT

My Profile b Custom Field and Accounting Code Defauls

Bridget Brown

User Name brownb

User Profile and Preferences
Update Security Settings
Default User Settings

Custom Field and Accounting

Default Addresses

Checkout Settings

Payment Options

Chemical Location Defaults

Ordering and Approval Settings

Permission Settings

Notification Preferencas
User History

Administrative Tasks

Al Search (Alt+Q) a  ooousD W QMo

Custom Field and Accounting Code Defaults ?

| Internal info setup | Order info setup | FOAPAL Code Setup fg Code Favorites

Use Code Favorites for quick access to accounting code combinations saved to your profile during
checkout. You may create a new Code Favorite by clicking the "Add” button and entering a
commonly used combination of accounting codes with or without splits. Cade Favorites are
accessed during checkout by editing the codes section or by selecting it as your default accounting
codesin your profile.

 FOAPAL Codes 2
J

edical Storeroom (default)

Chart Fund Organization Account  Program  Activity Location
E 11170 230603 72110 0000 no value  no value
East AA General  AF Medical Office Default
Carclina Institutional  Stores Supplies  Program
University  Support Code

| Code Favorites for Check Requests & Invoices

6. Note that the Code Favorite was added.
7. Click the Add button to add another Code Favorite with multiple FOAPAL strings.

PORT_FOAPALFavorites_ver_21.1
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FOAPAL CODE - FAVORITES
Last Updated on: 5/18/2021

FOAPAL Codes

Organization Account Program Activity Location

£ | [111170 | [230601 | [r2110 | Joooo I I
Select from profile values.. Select from profile values. Select from profile values. Select from profile values... Select from profile values.. Select from all values... Select from all values..
Select from all valugs... Select from all valugs... Select from all values.. Select from all values.. Select from all valugs...

Save| Cancel|

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

[ Default

Program Location add

Organization Account

split
230601 [ | [ 35 | rem
Select from profile val Select from profile values... rofile values.. Select from profile values... Ject from all values... Select from all values...
Select from all values... Select from all val Select from all values... Select o Select from all values...
e | e 1230602 | 2110 loooo | | b2 | rem
Select from profile values... Select from profile values... Select from profile values... Select from profile values... Select from profile values... Select from all values... o all values...
Select from all values... Select from all values... Select from all values... Select from all values... Select from all values...
e | 70 | 230603 | 2110 | foooo 33 | rem
Select from profile valuss... Select from profile valuss... Select from profile values... Select from profile values... Select from profile values... Select from all values... Select from all values...
Select from all values... Select from all values... Select from all values... Select from all values... Select from all values..
split Total 100% add
split

(Save | Cancel|

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.

PORT_FOAPALFavorites_ver_21.1 Page 3 of 4



1.

12.

15.

13.

14.

FOAPAL CODE - FAVORITES
Last Updated on: 5/18/2021

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

Save| Concel |

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

@EC[J. MATERIALS MANAGEMENT Al ~

My Profile b Custom Field and Accounting Code Defaults

Bridget Brown Custom Field and Accounting Code Defaults

- ! - T
User Name brownb nternal info setup  Order info setup FOAPAL Code Setup  Code Favorites

f
User Profile and Preferences Use Code Favorites for quick access to accounting code combinations saved to your profile during
checkout, You may create a new Codle Favorite by clicking the "Add" button and entering
commonly used combination of accounting codes with or without splits. Code Favorites are

Update Security Settings

Default User Settings accessed during checkout by editing the codes section or by selecting it as your default accounting

codes in your profile

~id and Ac

ounting C

Default Addresses

Cart Assignees
| FOAPAL Codes
|

Checkout Settings
Payment Options | Medical Storeroom (default)

Chemical Location Defaults

User Roles and Access Chart Fund Organization Account  Program Activity Location

Ordering and Approval Settings E 111170 230603 72110 0000 no value no value
East AA General  AF Medical Office Default

Permission Settings Carclina  Institutional  Stores Supplies  Program

Notification Preferences Upivesmly:  :Stppait Gode

User History MM, Central, & Medical

Administrative Tasks

Fund Location % of

Price

Organization Activity

70 230601 72110 0000 no value  no value 35%
ast AA General AF Office Default
Carolina Institutional Purchasing  Supplies  Program
University ~ Support Code
E 111170 230602 72110 o000 no value no value 32%
East AA General  AF Central Office Default
Carolina Institutional Receivingand Supplies Program
University ~ Support  Warehouse Code
E 111170 230603 72110 o000 no value  no value 33%
East AA General  AF Medical Office Default
Carolina Institutional ~ Stores Supplies  Program
University ~ Support Cade

Search (Alt+Q) Q 0.00USD W

Split Total 100%

@ m

’
o

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.

PORT_FOAPALFavorites_ver_21.1
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Nickname MM, Central, & Medical [ Default
Chart Fund Organization Account Program Activity Location
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SHIP CODE EDITS
Last Updated on: 5/18/2021

@ECU MATERIALS MANAGEMENT All~ Search (Alt+Q) Q 0.00USD W Q@ S 3

Simple Advanced Go to: NON-CATALOG ITEM | Favorites | Forms = Shop  Quick Order Browse: Categojjgs Ontracts = Chemicals

Q

ECU Catalogs v
IMPORTANT - ProCard Only Suppliers < $5.000
* ProCard is the only payment meibee®owed
* Maximum transactigpus®st 55,000 ECU Medical Candidate,
* All ProCapaeses®sull apply Storeroom COVID Research
Supp.. Participant....

" Medical Supplies
If you were not a previous Amazon Business account user, or

you will need to add your ProCard to your profile in

Amazon. ProCard ONLY Suppliers for orders < $5,000 ~
# All Purchasing rules apply and NC State contracts should

be utilized whenever possible
# Click on link for procedure to setup ProCard on your amazon @M-

Profile - ProCard Payment Method Sde
ProCard *ProCard *ProCard
Clink link for new Return Process procedure - Return
Process
TSM - Banner ID Information Office vWReL S e Rg PSTENAL GRAINGER,
; DEPOT mTeARATISEA —
Click the link to verify Banner ID does not exist ProCard ProCard ProCard ProCard ProCard ProCard

(BannerIDSearch)
Click this link to search ECU PORT for suppliers (click here)

Request new supplier if it does not exist

Contact ECU Supplier Management with any questions: BIO-RAD
ecu-suppliermgmt@ecu.edu or 737-5325 PraGard ProCard

New Contract Information
Customer Guidelines for Shred-it Service

1. Click on User icon.

%‘;‘ECU MATERIALS MANAGEMENT Al Search (Ait+Q) Q ooouUsSD W QB A 2

Bridget B
Simple Advanced Go to: NON-CATALOG ITEM | Favorites | Forms

View My Profile

Dashboards
Manage Searches
Manage Search Exports

Set My Home Page

My Pending Requisitions

ECU Catalogs
IMPORTANT - ProCard Only Suppliers < $5,000 My Pending Purchase Orders
* ProCard is the only payment method allowed
# Maximum transaction limit of $5,000 [ECU Medical Candidate,
* All ProCard rules still apply Storeroom COVID Research Logout
Supp... Participant,...
Medical Supplies

* |f you were not a previous Amazon Business account user,

you will need to add your ProCard ta your profile in

Amazon. ProCard ONLY Suppliers for orders < $5,000 ~

# All Purchasing rules apply and NC State contracts should
be utilized whenever possible
* Click on link for procedure to setup ProCard on your amazon @ @Iu-f @ﬂ‘

Profile - Procard Payment Method 4w s llioe SomouTER =
ProCard *ProCard *ProCard ProCard *ProCard *ProCard

Clink link for new Return Process procedure - Return
Process
TSM - Banner ID Information Office vwRe S BASTENAL ——
Click the link to verify Banner ID does not exist DREDT g —

cicthe bk verdy Sanner f2 docs nat-exks ProCard ProCard ProCard ProCard ProCard ProCard
(BanneriDSearch)
Click this link to search ECU PORT for suppliers (click here)
Request new supplier if it does not exist
‘Contact ECU Supplier Management with any questions: BIORAD
ecu-suppliermgmt@ecu.edu or 737-5325 Procard ProCard

New Contract Information
Customer Guidelines for Shred-it Service

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

PORT_ShipCodeEdits_ver 21.1 Page 1 of 3
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My Profile » User's Name, Phone Number, Email, etc.

Bridget Brown

User Name  brownb

d Pr

User's Name, Phone Number, Ei

Language, Time Zone and Display Settings
Early Access Participation

Guided Tour Instructions

g and Apy

Permission S

Notification Pre:

User History

A

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

Al

User's Name, Phone Number, Email, etc.

First Name

Bridget
Last Name Brown
Phone Number * +1252-328-1013 ext.

Intemnational phone numbers must begin with +
Mobile Phone Number
Intemational phone numbers must begin with +

E-mail Address * kornegaych@ecu.edu =

Department * Administration and Finance (Administration and Finance)
Position =

Badge Id

Authentication Method Local

User Name * brownb

University Terms and Conditions accepted on 7/10/2019 9:08 AM System Messages

% Required

3. Click on the Default User Settings link.

@EC[J MATERIALS MANAGEMENT

My Profile » User's Name, Phone Number, Email, etc.

Bridget Brown

User Name brownb

Language, Time Zone and Display Settings
Early Access Participation

Guided Tour Instructions

date 5 / 5

Default User Settings

Custom Field and Accounting Code Defaults
Default Addresses

Cart Assignees

Checkout Settings

Payment Options

Chemical Location Defaults

Roles and Access

All ~

User's Name, Phone Number, Email, etc.

First Name

Bridget
Last Name o
Phone Number * +1252-328-1013 ext

Intemational phone numbers must begin with +
Mobile Phone Number
Intemational phone numbers must begin with +

E-mail Address * kornegaych@ecu.edu =

Department * Administration and Finance (Administration and Finance)
Position =

Badge Id

Authentication Method Local

User Name * brownb

University Terms and Conditions accepted on 7/10/20719 9:08 AM System Messages

* Required

4. Click on Default Addresses link.

PORT_ShipCodeEdits_ver_21.1

Search (Alt+Q)

Search (Alt+Q)

a
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0.00USD W
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Save Changes
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@ECLJ MATERIALS MANAGEMENT

My Profile » Default Addresses

Bridget Brown

User Name  brownb

Custom Field and Accounting Code Defaults
Cart Assignees

Checkout Settings

Payment Options

Chemical Location Defaults

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

Al Search (Alt+Q) Q 000USD W @ K e §

Default Addresses

Ship To Eill To
?
Select Addresses for Profile|
Shipping Addresses
004

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.

PORT_ShipCodeEdits_ver_21.1

Page 3 of 3



SHIP CODE - ADDITIONS BY NICK NAME
Last Updated on: 5/18/2021

@E(:U MATERIALS MANAGEMENT All v Search (Alt+Q) Q 0ooUsD W L ' §

My Profile » Default Addresses

Bridget Brown Default Addresses ’

User Name  brownb Ship To il To
2
Sele

Select Addresses for Profile | Delete Address |

Shipping Addresses ¥ted Address 2

s 004 Nickname 058]
]
Custom Field and Accounting Code Defaults 058 Default
T Current Default 004
Cart Assignees ADDRESS
Checkout Sattings Attention: * Bridget Brown
Payment Options Phone: * +1252-328-1013
Email: * kornegaych@ecu.edu
Address Line 1 East Carolina University
Address Line 2 Biology Department
nd Approval Settings Address Line 4 Sci & Tech
Room: 337
City Greenville
State NC
Zip Code 278584353
Country United States
Save |
1. Click on Select Addresses for Profile button.
@ECU MATERIALS MANAGEMENT Al - Search (Alt+Q) Q 000USD W v A 2
My Profile b Default Addresses
Bridget Brown Default Addresses 2

Ship Te  &ill To
5

Rl o iSelect Addresses for Frofle,
Shipping Addresse Address Search
004
Nickname / Add 642
Custom Field and Accounting Code Defaulis 058 Text
Default Addresses Results Per Page 1o
Cart Assignees Search |

Checkout Settings
Payment Options

Chemical Location Defaults

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.

PORT_ShipCodeAdditionsbyNick ver 21.1 Page 1 of 3



SHIP CODE - ADDITIONS BY NICK NAME
Last Updated on: 5/18/2021

BECU marzuns maracesenr Al Search (Aft+Q) Q 000USD W @ R 'y
My Profile » Default Addresses
Bridget Brown Default Addresses 2
User Name  brownb Ship To | Bill To
2
! SslectAddrees fo Profle
Shipping Addresses Address Search
004
Nickname / Address (642
Custom Field and Accounting Code Defaits 058 Text
Default Addresses Results Per Page e
Cart Assignees Search |
Checkout Settings Addresses Found: 1 4] Page 1 of 1[2]
Payment Options Name Address
Chemical Location Defaults O 642 Attention: Bridget Brown
Phone: +1 252-328-1013
Email: kornegaych@ecu.edu
East Carolina University
One Card System
Greenville, NC 278584353
United States
4. Click the radio button beside the ship code #.
TATE MR Al Search (Alt+Q) Q 0o0USD W @ | A2
My Profile » Default Addresses
Bridget Brown Default Addresses 2

A

User Name brownb Ship To  gill To
— 7

»
k.

Select Addresses for Profile | Delete Address |

Shipping Addresses Edit Selected Address 2
- Nickname @
Default B

Custom Field and Accounting Code Defaults

Default Addresses

Cart Assignees

F & B

Checkout Settings Bridget Brown

+1252-328-1013

Payment Options
Chemical Location Defaults Email: * kornegaych@ecu.edu
Address Line 1 East Carolina University
Address Line 2 One Card System

City Greenville

State NC

Zip Code 278584353

Country United States
- Save |

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.

PORT_ShipCodeAdditionsbyNick ver 21.1 Page 2 of 3



SHIP CODE - ADDITIONS BY NICK NAME
Last Updated on: 5/18/2021

BECU marzuns manacessenr A~ Search (Alt+Q) a 000USD W @ | rary

Iy Profile » Default Addresses

Bridget Brown Default Addresses -

User Name brownb Ship To  Bill To

?

Select Addresses for Profile  Delete Address |

Shipping Addresses Edit Selected Address ?
er S 004 Nickname
058 Default 2

Custom Field and Accounting Code Defaults

Current Default 004
Default Addresses L= Address

Cart Assignees ADDRESS
Checkout Settings Attention: * Bridget Brown
Payment Options Phone: * +1 252-328-1013
Chemical Locatiopg#faults Email: * kornegaych@ecu.edu
Address Line 1 East Carolina University
Address Line 2 One Card System
val Settings City Greenville
State NC
Zip Code 278584353
Country United States

Save |

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

PORT_ShipCodeAdditionsbyNick ver 21.1 Page 3 of 3



SHIP CODE - ADDITIONS BY DESCRIPTION
Last Updated on: 5/18/2021

) 0| G Amm— Al Search (Alt+Q) Q ooousD W @ | S 3
My Profile » Defauft Addresses
Bridget Brown Default Addresses ;]
User Name  brownb Ship To | gill To
?
Select Addresses for Profile.
Shipping Addresses
004
Cart As signees
Checkout Settings
1. Click on Select Addresses for Profile button.
TIVE By A~ Search (A1+0) a  ooouso W @Rk o8
My Profile b Default Addresses
Bridget Brown Default Addresses ?
User Name brownb Ship To | Bill To
2
Select Addresses for Profile.

Address Search

Use 1gs

- = Nickname / Ad®®Css  Sci & Tech
Custom Field and Accounting Code Defaults s

ottt Addrasses Results Per Pagd 150~

0
*’ Search |

Cart Assignees

Checkout Settings

Payment Options

Chemical Location Defaults

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.

PORT _ShipCodeAdditionsbyDescrip_ver_21.1 Page 1 of 3



SHIP CODE - ADDITIONS BY DESCRIPTION
Last Updated on: 5/18/2021

BIBC emmarswatacmos Alv Search (Alt+Q) aQ 000USD W W | P

MyProfile b Default Addresses

Bridget Brown Default Addresses »

User Name brownb Ship To  &ill To

?
Sele dress to ecit Selschirastes TcRioli
Shipping Addresses Address Search
004
Custom Field and Accounting Code Defaults :;rnam LAGHES, Jsai B Tech
Cart Assignees Search
Checkout Settings Addresses SN 6 4|Page 10f 1[k

Payment Options Name  Address

Chemical Location Defaults Q043 Attention: Bridget Brown

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

College Of Tech & Computer Sci
o Te

100
Greenville, NC 278584353 —>
United States
© 058 Attention: Bridget Brown
Phone: +1 252-328-1013

Email: kornegaych@ecu.edu

East Carolina University
Biology Department
Sci & Tech

337

Greenville, NC 278584353
United States

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.

@ECU MATERIALS MANAGEMENT Al Search (Alt+Q) Q 0.00USD W L A

My Profile » Default Addresses

r
[

Bridget Brown Default Addresses ”

User Name  brownb Ship To | 6ill To

2

Ssle

Select Addresses for Profile | Delete Address |

Shipping Addresses Edit Selected Address ?
004 Nickname losg}
Default

Current Default oo4
Address

Custom Field and Accounting SwegQ®

Default Addresses

Cart Assignees

Checkout Settings

Bridget Brown

Payment Options +1252-328-1013

kornegaych@ecu.edu
East Caralina University
Biology Department

Chemical Location Defaults Email: *
Address Line 1
Address Line 2

Address Line 4 Sci & Tech

Room: 337

city Greenville

State NC

Zip Code 278584353

Country United States
Save

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.

PORT _ShipCodeAdditionsbyDescrip_ver_21.1 Page 2 of 3



1.

10.

SHIP CODE - ADDITIONS BY DESCRIPTION
Last Updated on: 5/18/2021

BIEEW sarmsiansasiaomim

y Profile » Default Addresses

Bridget Brown Default Addresses

User Name brownb Ship To Bill To

Selz idress to ecit

Shipping Addresses
004
058

Cart Assignees

Checkout Settings

Payment Options

Chemical Location D

Allv Search (Alt+Q) Q 0.00USD W L S

7

Edit Selected Address 2
Nickname 058}
Default =)
Current Default oo4
Address
ADDRESS
Attention: * Bridget Brown
Phone: * +1252-328-1013
Email: * kornegaych@ecu.edu

Address Line 1
Address Line 2
Address Line 4
Room:

City

State

Zip Code
Country

East Carolina University
Biology Department
Sci & Tech

337

Greenville

NC

278584353

United States

Save |

10. Notice that the new ship code is now in your list of values for Shipping Addresses.

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

PORT_ShipCodeAdditionsbyDescrip_ver_21.1
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SHIP CODE — CONTACT INFORMATION EDITS
Last Updated on: 5/18/2021

BECU wsrmissamscrmr Al Search (Aft+Q) Q 000USD W W K 'y

My Profile » Default Addresses

Bridget Brown Default Addresses ’

User Name  brownb Ship To il To

2

Shipping Addresses
004
Custom Field and Accounting Code Defaults 058
Default Addresses 642
Cart Assignees
Checkout Settings
Payment Options
1. Click on the ship code in your profile.
23] /@ [A—— Al Search (Alt+Q) Q@ 0.00USD W L il L2
fWofile » Default Addresses
Bridget Brown Default Addresses 2
User Name  brownb Ship To  Eill To
?
= = Select Addresses for Profile | Delete Address
Shipping Addresses Edit Selected Address 7
004 Nickname 642
Default B
Custom Field and Accounting Code Defaults 058
Current Default 004
Default Addresses 642 Address
Cart Assignees ADDRESS
Checkout Settings iy it Jane Doe
e +1252-328-6434
Chemical Location Defaults doej@ecu.edu
Address Line 1 East Carolina University
Address Line 2 One Card System
Settings City Greenville
State NC
Zip Cade 278584353
Country United States
Save |

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.

PORT_ShipCodeContactinfoEdits_ver_21.1 Page 1 of 1



SHIP CODE - CHANGING DEFAULT VALUE
Last Updated on: 5/18/2021

@EC‘U MATERIALS MANAGEMENT Al ~ Search (Ait+Q) Q 0.00USD W L S

My Profile b Default Addresses

Bridget Brown Default Addresses

User Name  brownb Ship To Bill To

Shipping Addresses
004

Custom Field aaswhesting Code Defaults 058

Default Addresses

Cart Assignees

Checkout Settings

Payment Options

1.

2. Click on the ship code that you want to make the default value.

BIECH siaszmeacs manamms A~ Search (Alt+q) a  ooousp W @

My Profile » Default Addresses

Bridget Brown Default Addresses

User Name brownb Ship To | Bill To

ross to edit Addre

Shipping Addresses Edit Selected Address

- - 004 Nickname |642
" eraul 2
Custom Field and Accounting Code Defaults 058
Current Default 004
Default Addresses 642 SR
Cart Assignees ADDRESS
Checkout Settings Attention: * |Bridget Brown
Payment Options Phone: * +1252-328-1013
Chemical Location Defaults Email: * kornegaych@ecu.edu
Address Line 1 East Carolina University
Address Line 2 One Card System
1ings City Greenville
State NC
Zip Code 278584353
Country United States

P> suel

3. Check the Default check box.
4. Click the Save button to keep the change.

PORT_ShipCodeChangingDefault_ver 21.1 Page 1 of 2

The bold value is the default ship code that will automatically show up on all your requisitions.
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SHIP CODE - CHANGING DEFAULT VALUE
Last Updated on: 5/18/2021

@EC'U MATERIALS MANAGEMENT Al Search (Alt+Q) Q 0.00USD W v A2
I erofile b Defaul Adoresses
Bridget Brown Default Addresses .

User Name brownb Ship Te Bill To
7

Seecen s s Select Addresses for Profile | Delete Address
Shipping Addresses Edit Selected Address 2.
004 Nickname
=]
Custom Field and Accounting Code Defaults 0s8 Default
Current Default 642
Default Addresses 642 Sl
Cart Assignees ADDRESS
Checkout Settigga Attention: * Bridget Brown
ent Options Phone: * +1252-328-1013
Chemical Location Defaults Email: * kornegaych@ecu.edu
Address Line 1 East Carolina University
Address Line 2 One Card System
city Greenille
State NC
Zip Cade 278584353
Country United States
Save |

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.

PORT_ShipCodeChangingDefault_ver 21.1 Page 2 of 2



SHIP CODE - DELETING SHIP CODES

@E{:U 'MATERIALS MANAGEMENT

My Profile » Default Addresses

Bridget Brown

User Name brownb

Default Addresses

Cart Assignees
Checkout Settings
Payment Options

Chemical Location Defauits

Last Updated on: 5/18/2021

All - Search (Alt+Q)

Default Addresses

Ship To | Bill To

Shipping Addresses
004

T - >DSE

B42

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

@ECU MATERIALS MANAGEMENT

My Profile » Defauht Addresses

Bridget Brown

User Name brownb

Custom Field and Accounting Code Defaults
Cart Assignees
Checkout Settings
Payment Options
Chemical Location Defaults
User Roles and Access
Ordering and Appy ettings
Permiss
#Otification Preferences

User History

Administrative Tasks

AlY Search (Alt+Q)

Default Addresses

Ship To  gill To

Select Addresses for Profile | Delete Address |

Shipping Addresses Edit Selected Address 2.
004 Nickname Ny
058 Default B
CupgaeDefault 004
a2 Address
ADDRESS
Attention: * Bridget Brown
Phone: * +1252-328-1013
Email: = kornegaych@ecu.edu
Address Line 1 East Carolina University
Address Line 2 Biology Department
Address Line 4 Sci & Tech
Room: 337
City Greenville
State NC
Zip Code 278584353
Country United States
Save|

2. Click the Delete Address button.

PORT_ShipCodeDeletions_ver_21.1
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SHIP CODE - DELETING SHIP CODES
Last Updated on: 5/18/2021

2] 5 @ [Fpp—— Al Search (Aft+Q) Q 000USD W W R L2

PPy Profile > Default Addresses

Bridget Brown Default Addresses
User Name brownb Ship To Bill To
Select an addiress to edit ‘Select Addresses for Profile |

Shipping Addresses
004

Custorn Field and Accounting Code Defaults 642
Default Addresses

Cart Assignees

Checkout Settings

Payment Options

Chemical on Defaults

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.

PORT_ShipCodeDeletions_ver 21.1 Page 2 of 2



SETTING ProCARD PAYMENT OPTION
Last Updated on: 5/19/2021

I E et Alw Seareh (Alt+Q) Q ooousD W Q| 2

Go to. NON-CATALOG ITEM | Favorites | Forms | Shop | Quick Order Browse: Categguiae ontracts = Chemicals

Q

Simple Adval

ECU Catalogs v
IMPORTANT - ProCard Only Suppliers < $5,008
# ProCard is the only payment mzibeeMowed
® Maximum transactigg BT $5,000 5nEﬁU Medical o Candidate,
® All ProCrdesef® still appl foreroom COV earch
ped QECLJ Supp... Participant,...

" : Medical Supplies
'® If you were not a previous Amazon Business account user, "

you will need to add your ProCard to your profile in

Amazon ProCard ONLY Suppliers for orders < $5,000 v
 All Purchasing rules apply and NC State contracts should
be utilized whenever possible

* Click on link f dure to setup ProCard i
ick on link for procedure to setup ProCard on your ama/zon @ @lu- @:ﬁ‘[v e

Profile - ProCard Payment Method Sclentific ST =
ProCard *ProCard *ProCard ProCard *ProCard
Clink link for new Return Pracess procedure - Return
Process
TSM - Banner ID Information Office vwnes e Ro Fastenar f—
Click the link to verify Banner ID does not exist DEPOT C— RN Brocard - —
(BannerlDSearch)
Click this link to search ECU PORT for suppliers (click here)
Request new supplier if it does not exist
‘Contact ECU Supplier Management with any questions: BIORAD
ecu-suppliermgmt@ecu.edu or 737-5325 ProCard ProCard
New Contract Information
Customer Guidelines for Shred-it Service
1. Click on User icon.
@ECU MATERIALS MANAGEMENT Al Search (Ait+Q) Q o.oousD W VS Ay
Bridget Brown
Simple Advanced Go to: NON-CATALOG ITEM | Favorites | Formd
View My Profile
Dashboards
Manage Searches
Manage Search Exports
Set My Home Page
ECU Catalogs My Pending Requisitions
IMPORTANT - ProCard Only Suppliers < $5,000 My Pending Purchase Orders
® ProCard is the only payment method allowed
® Maximum transaction limit of §5,000 S‘ECUMEdiCﬂ . ?‘did::‘
® All ProCard rules still app! veTeHuTL el Logout
pply ECU s“w'c"“ Paticipant. |
Medical Supplies
® |f you were not a previous Amazon Business account user,
you will need to add your ProCard to your profile in
Amazon. ProCard ONLY Suppliers for orders < $5,000 v

® All purchasing rules apply and NC State contracts should
be utilized whenever possible
# Click an link for pracedure to setup PraCard on your amazon (Gl @ﬂ_
chbeie Sclontific e

Profile - ProCard Payment Method o > w 0! =
ProCard *PreCard *ProCard ProCard “*ProCard *ProCard
Clink link for new Return Process procedure - Return
Process
TSM - Banner ID Information Office vwRe D Fastenar GRAINGER|
: : " DEPOT IeTEaATIOTR —
Click the link to verify Banner ID does not exist ProCard ProCard ProCard ProCard ProCard ProCard

(BanneriDSearch)
Click this link to search ECU PORT for suppliers (click here)

Request new supplier if it does not exist

Contact ECU Supplier Management with any questions: BIORAD
ecu-suppliermgmt@ecu.edu or 737-5325 Procard

New Contract Information
Customer Guidelines for Shred-it Service

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

PORT _SettingProCardPaymentOption_ver _21.1 Page 1 of 4



SETTING ProCARD PAYMENT OPTION
Last Updated on: 5/19/2021

My Profile b Users Name, Phone Number, Email, ete.

Bridget Brown User's Name, Phone Number, Email, etc.
User Name brownb First Name Bridget
Last Name Brown

one Number, Erm Phone Number * 41252-328-1013 ext.

Language, Tima Zone and Display Settings Intematianal phone numbers must begin with +

Early Access Participation Maobile Phone Number
Guided Tour Instructions Intemational phone numbers must begin with +
Update Secu
! E-mail Address * kornegaych@ecu.edu =
ult User Setti

Department * dmini ion and Finance (/ inistration and Finance)
Position =
Badge Id
Authentication Method Local
User Name * brownb

University Terms and Conditions accepted on 7/10/2019 9:08 AM System Messages

* Required Save Changes

3. Click on the Default User Settings link.

@ECU MATERIALS MANAGEMENT All > Search (Alt+Q) Q 000USD W QK

My Profile » Users Name, Phene Number, Email, etc

Bridget Brown User's Name, Phone Number, Email, etc. 2
User Name  brownb First Name Bridget
Last Name Brown
one Numbet Phone Number * +1252-328-1013 ext.

Language, Time Zone and Display Settings Intemational phone numbers must begin with +

Early Access Participation Mobile Phone Number
Guided Tour Instructions Intemational phone numbers must begin with +
*

E-mail Address kornegaych@ecu.edu =
st Bl and o “g“c.odé Defaults Department * Administration and Finance (Administration and Finance)
Default Addresses

Position =
Cart Assignees

heckout Settings Badge Id
Payment Options
g Authentication Method Local
Chemical Location Defaults
User Name * brownb

University Terms and Conditions accepted on 7/10/2019 9:08 AM System Messages

* Reguired

Save Changes

4. Click on Payment Options link.

PORT _SettingProCardPaymentOption_ver _21.1 Page 2 of 4

@ECU MATERIALS MANAGEMENT Al Search (Alt+Q) @ ooousD W s S §

r



SETTING ProCARD PAYMENT OPTION
Last Updated on: 5/19/2021

BYECT T sinriius ensiassmion All - Search (Ait+Q) Q 000USD W [V LA 2

My Profile » Payment Options

Bridget Brown Payment Options .

User Name  brownb
O Apply the default card.
Add aNew Card
ot e My Cards

Custom Field and Accounting Code Defaults

Default Addresses

Cart Assignees

Checkout Settings

Payment Options

Chemical Location Defaults

5. Click on Add a New Card button.

@E(:U MATERIALS MANAGEMENT All - Search (Alt+Q) Q 0.00USD W QN ' §
My Profile » Payment Options
Bridget Brown Payment Options ?
User Name  brownb
O Apply the default card.
Add aNew Card|
My Cards Card Details 2
Dlanadthiecandl ““J':> My Procard
s e 5 Cardholder Name Bridget Brown
i ing COUE DT ST ——— OO0
Custom Field and A Code Defa BroCard Number T
Default Addresses
Expiration Date s ~|[2024 |
Cart Assignees ‘Dzmbﬂ
Checkout Settings

Save
Payment Options —

Chemical Location Defaults

6. Enter Card Details information: Name this card, Cardholder Name, ProCard Number, Expiration Date,
and Default card.
7. Click Save button.

PORT _SettingProCardPaymentOption_ver _21.1 Page 3 of 4



SETTING ProCARD PAYMENT OPTION
Last Updated on: 5/19/2021

BECU armsas manacesm Al Searcn (Alt+Q) Q pooUSD W Q| L2

»

file » Payment Options

Bridget Brown Payment Options g

C

User Name  brownb
& Apply the defautt card

[+ Add s ew Cred
R
1 0 My Cards Card Details 2
o Name this card (e.g. My Visa) My procard
g Cardholder Name Bridget Brown
* Custom Field and Accounting Cgs ProCard Number PCOOONOCOXKXKTT11
9 Default Addresses <
. Expiration Date 5 -|[2024 -
ik Default card L
Save | Remove
Payment Options
Chemical Location Defaults

Administrative Tasks

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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BOOKMARKS - CREATING, RENAMING, AND USING
Last Updated on: 5/19/2021

B X urmmrssanacmer Al Search (Alt+Q) Q noousp W Q| [ &
Simple Go to: NON-CATALOG ITEM | Favorites | Forms | Shop | Quick Order Browse: Categggise ontracts = Chemicals
ECU Catalogs v
IMPORTANT - ProCard Only Suppliers < §5,008
* ProCard is the only payment meilsee™3llowed . 5
* Maximum transactigg of $5,000 S‘lEﬁU Medical , mdldate,
* All ProCguet®sstill appl Dpermom OV earch
R @F‘CLI Supp... Participant,...
& Medical Supplies

If you were not a previous Amazon Business account user,

you will need to add your ProCard ta yaur profile in

Amazon. ProCard ONLY Suppliers for orders < $5,000 ~
# All Purchasing rules apply and NC State contracts should

be utilized whenever possible
* Click on link for procedure to setup ProCard on your amazon Fishor

Profile - PraCard Payment Method Rl @u—mu @:ﬁ(\

ProCard *ProCard *ProCard ProCard
Clink link for new Return Process procedure - Return
Process
TSM - Banner ID Information Office [Zio] Fasena GramvGER| T
; i B —

Click the link to verify Banner ID does not exist et BroCard Eracard Erotard ot

(Banner|DSearch)
Click this link to search ECU PORT for suppliers (click here)

Request new supplier if it does not exist

‘Contact ECU Supplier Management with any questions: BIORAD 9
ecu-suppliermgmt@ecu.edu or 737-5325 Procard ProCard

New Contract Information
Customer Guidelines for Shred-it Service

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.

BECU suremacs waraczmnr Al Search (Alt+Q) Q ooousp W Q| Ay

Bridget Brown
Goto: NON-CATALOG ITEM | Favorites | Formd

View My Profile

Simple Advanced

Dashboards
Manage Searches
Manage Search Exports

Set My Home Page

My Pending Requisitions

ECU Catalogs
IMPORTANT - ProCard Only Suppliers < $5,000 My Pending Purchase Orders
® ProCard is the only payment method allowed
# Maximum transaction limit of $5,000 ECU Medical (mdlrlraé(:,
® All ProCard rules still appl Storeroom COVID Reseal Logout
PPy ECU Supp... Participant, ...

® |f you were not a previous Amazon Business account user,
you will need to add your ProCard to your profile in

Amazon,
® All Purchasing rules apply and NC State contracts should
be utilized whenever possible

Medical Supplies

ProCard ONLY Suppliers for orders < $5,000

» click on link for procedure to setup ProCard on your amazon Fisher
Profile - ProCard Payment Method 7 ®M @’ﬂt"' ERODUCTS E=or
ProCard +*ProCard *ProCard ProCard *ProCard *ProCard
Clink link for new Return Process procedure - Return
Process
TSM - Banner ID Information g%gig% vwReL e Rg Fastenar GRAINGER |
Click the link to verify Banner ID does not exist ProCard ProCard ProCard Procard ProCard ProCard
(Banner|DSearch)
Click this link to search ECU PORT for suppliers (click here)
Request new supplier if it does not exist
Contact ECU Supplier Management with any questions: BIORAD
ecu-suppliermgmt@ecu.edu or 737-5325 ProCard ProCard

New Contract Information
Customer Guidelines for Shred-it Service

PORT_Bookmarks_ver_21.1

2. From fly-out menu, select View My Profile.
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BOOKMARKS - CREATING, RENAMING, AND USING
Last Updated on: 5/19/2021

@ECU MATERIALS MANAGEMENT

My Profile » Users Name, Phone Number, Email, etc

Bridget Brown

User Name brownb

Language, Time Zone and Display Settings
Early Access Participation

Guided Tour Instructions

3. Click on Default User Settings link.

@E(:LJ MATERIALS MANAGEMENT

My Profile » User's Name, Phone Number, Email, etc.

Bridget Brown

User Name  brownb

Language, Time Zone and Display Settings

Early Access Participation

Guided Tour Instructions

Custom Field and Accounting Code Defaults
pefault Addresses

Cart Assignees

Checkout Settings

Payment Options

Chemical Location Defaults

Al ~ Search (Alt+Q)

User's Name, Phone Number, Email, etc.

First Name
Last Name

Phone Number *

Mobile Phone Number

E-mail Address *
Department *
Position

Badge Id
Authentication Method

User Name *

Bridget

Brown

+1252-328-1013 ext.
Intemational phone numbers must begin with +

Intemational phone numbers must begin with +

kornegaych@ecu.edu =
Admini and Finance (/ 1 and Finance)
Local

brownb

University Terms and Conditions accepted on 7/10/2019 9:08 AM System Messages

* Required

Al v Search (AIt+Q)

User's Name, Phone Number, Email, etc.

First Name
Last Name

Phone Number *

Mobile Phone Number

E-mail Address *
Department *
Position

Badge Id
Authentication Method

User Name *

Bridget

Brown

+1252-328-1013 ext.
Intemational phone numbers must begin with +
Intemational phone numbers must begin with+

kornegaych@ecu.edu =

Administration and Finance (Administration and Finance)

Local

brownb

University Terms and Conditions accepted on 7/10/2079 9:08 AM System Messages

¥ Required

4. Click on Default Addresses link.

PORT_Bookmarks_ver_21.1
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BOOKMARKS - CREATING, RENAMING, AND USING
Last Updated on: 5/19/2021

SIBE s umiscaimmr All- Search (Att+Q)

My Profile b Default Addresses

Bridget Brown Default Addre My Bookmarks ?

Ship To | Bill To You can add a new bookmark by navigating to a page and clicking ‘Bookmark

this page’ below.

Site Bookmarks

Shipping Addresses
004 Drganlzatlon MESSEIQE

Custom Field and Accounting Code Defaults 642

Default Addresses

Cart Assignees

Checkout Settings

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

BIECX ixrmmams sanncmosy Al Search (Alt+Q) Q oooUsD W Q| o ry

My Profile » Default Addresses

Bookmarks (Alt+K)
Bridget Brown Default Addresses My Bookmarks ?

User Name  brownb Default Addresses

Ship To  Bill To

Site Bookmarks

Organization Message

Edit

B Field and Accounting Code Defaults

Default Addresses

Cart Assignees

Checkout Settings
Payment Options

%ion Defaults

7. Note that new bookmark has been created.
8. To personalize the bookmark name, click on Edit button.
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BOOKMARKS - CREATING, RENAMING, AND USING

Last Updated on: 5/19/2021

/n‘ @EC[J MATERIALS MANAGEMENT Al Search (Alt+Q)

Q

ooousD W

QK

! My Profile » Default Addresses. Bookmarks (Ali+K)

Bridget Brown Default Addresses My Bookmarks

r° User Name  brownb Ship To gill To = Default Addresses

Site Bookmarks (Read-gp

L . _ Salect an address to eclt
e CLgam e TIEn Message

e Shipping Addresses
pITy ; P
@ Gustom Field and Accounting Code Defaults 642

Default Addresses
ik Cart Assignees

Checkoyt S

Payment Options

Chemical Location Defaults

roval Settings
9. Click on the Rename icon.
BBEC sz iisimsic Al Search (Ait+Q)

Bridget Brown Default Addresses My Bookmarks

User Name brownb |My Ship Codes

Ship To  &ill To

Site Bookmarks (Read-only)

Organization Message

4’_

10.

verault Addresses

Cart Assignees

Checkout Settings
Payment Options

Chemical Location Defaults

10. Rename bookmark and click Done button.

PORT_Bookmarks_ver_21.1
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BOOKMARKS - CREATING, RENAMING, AND USING
Last Updated on: 5/19/2021

HECU suwrmmunss asincavm Al Search (Ait+Q) =3 0.00USD W (v ey 3
Bridget Brown Default Addresses My Bookmarks -
User Name brownb Shij L #’ My Ship Codes
1. —— Site Bookmarks
Default User Settings b Edit
Custom Field and Accounting Code Defaults 642
Default Addresses
1 2 . Checkout Settings
Payment Options
Chemical Location Defaults
User Roles and Access
Administrative Tasks
11. Note that the bookmark name has been updated.
12. To make corrections/changes, click on Edit button.
0 U G — At~ Search (Alt+q) a ooousD W QR AR
Bridget Brown Default Addresses My Bookmarks ?

14.

Ship To Bl To = My ship Codes e R-2

Site Bookmarks (Read-only)

Organization Message

Shipping Addresses
004

Custom Field and Accounting Code Defaults 642
Cart Assignees
Checkout Settings
Payment Options

Chemical Location Defaults

13.

13. Note that you can Rename, Reset, or Remove the bookmark.
14. Click Done button.
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BOOKMARKS - CREATING, RENAMING, AND USING
Last Updated on: 5/19/2021

15.

A I RETT sommusn sssinmsinic Al Search (Alt+Q) Q 0ooUsD W Q| A
My PRl ¥ Default Addresses
Bridget Brown Default Addresses 2
%
© User Name  brownb Ship To  &ill To
?
- Select Addresses for Profile |
- Shipping Addresses
4 0
a Custom Field and Accounting Code Defaults 642
Cart Assignees
Dile .
Checkout Settings
Payment Options
Chemical Location Defauits
15. Click on ECU icon to go to PORT home page.
@ECU 'MATERIALS MANAGEMENT A~ Search (Ait+Q) QP -
Bookmarks #ak-:7
Simple Advanced Goto: NON-CATALQ Chemicals

My Bookmarks

2

My Ship Codes

16.

Site Bookmarks

Organization Message

ECU Catalogs

PORTANT - ProCard Only Suppliers < $5,000

17.

# ProCard is the only payment method allowed

& Maximum transaction limit of $5,000 ECU Medical Candidate,
® Al ProCard rules still apply Storeroom COVID Research
_ Supp... Participant,...
X Medical Supplies
® If you were not a previous Amazon Business account user,
you will need to add your ProCard to your profile in
Amazon. ProCard ONLY Suppliers for orders < $5,000 ~

® All Purchasing rules apply and NC State contracts should
be utilized whenever possible
® click on link for procedure to setup ProCard on your amazon (Gl @,
—es Sclontiic ifice

Profile - ProCard Payment Method FRODUCTS
ProCard *PreCard *ProCard ProCard “*ProCard
Clink link for new Return Process procedure - Return
Process
TSM - Banner ID Information gg{’igs @ oS e Rg FasTena
Click the link to verify Banner ID does not exist ProCard ProCard ProCard ProCard ProCard ProCard
(BannerlDSearch)
Click this link to search ECU PORT for suppliers (click here)
Request new supplier if it does not exist
v

Contact ECU Supplier Management with any questions: BIORAD ray
ecu-suppliermgmt@ecu.edu or 737-5325 ProCard ProCard

New Contract Information
Customer Guidelines for Shred-it Service

16. Click on heart and Bookmarks fly-out menu will be displayed.
17. Click on your Bookmark.
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19.

18.

BOOKMARKS - CREATING, RENAMING, AND USING

Last Updated on: 5/19/2021

Profile » Default Addreases

Bridget Brown Default Addresses
User Name brownb Ship To Bill To

Shipping Addresses
004

Custom Field and Accounting Code Defaults 642
Cart Assignees

Checkout Settings

Payment Options

Chemical Location Defauits

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.

PORT_Bookmarks_ver_21.1
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CREATING PERSONAL DASHBOARD
Last Updated on: 5/19/2021

BECU waresass masacesexr Al Search (Alt+Q) Q o.0ousD W QM

Simple Advanced Go to: NON-CATALOG ITEM | Favorites = Forms | Shop = Quick Order Chemicals

Q

ECU Catalogs v
IMPORTANT - ProCard Only Suppliers
* ProCard is the only payment mgila

® Maximum transa ot §5,000 ECU Medical Candidate,
T Storeroom COVID Research
2 Supp... Participant,..
Medical Supplies
If you were not a previous Amazon Business account user,
you will need to add your ProCard to your profile in
Amazon. ProCard ONLY Suppliers for orders < $5,000 v

# All Purchasing rules apply and NC State contracts should
be utilized whenever possible
® Click on link for procedure to setup ProCard on your amazon @mn- @lﬂiﬂ'

Profile - ProCard Payment Method e =l ERODUGTS L=
ProCard *ProCard *ProCard ProCard *ProCard *ProGard

Clink link for new Return Process procedure - Return
Process
TSM - Banner ID Information Office e Re Bstena GrAVGER W
Click the link to verify Banner ID does not exist D§££T ProCard ProCard ProCard ProCard
(BanneriDSearch)
Click thiz link to search ECU PORT for suppliers (click here)
Request new supplier if it does not exist
Contact ECU Supplier Management with any questions: BIO-RAD
ecu-suppliermgmt@ecu.edu or 737-5325 ProCard ProCard

New Contract Information
Customer Guidelines for Shred-it Service

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.

BIECT ] surmurssmaamse Allw Search (AIt+Q) Q noousp W QB 8

Bridget Brown
Simple Advanced Go to: NON-CATALOG ITEM | Favorites | Formd

View My Profile

r

Dashboards
Manage Searches
Manage Search Exports

Set My Home Page

ECU Catalogs My Pending Requisitions
IMPORTANT - ProCard Only Suppliers < §5,000 My Pending Purchase Orders
* ProcCard is the only payment method allowed
* Maximum transaction limit of $5,000 StE(:U Medical o ?neﬁdida'(e,
* All ProcCard rules still appl foreroom COV earch Logout
e @ECU Supp... Participant,...

u = Medical Supplies
® If you were not a previous Amazon Business account user, P

you will need to add your ProCard to your profile in

Amazon. ProCard ONLY Suppliers for orders < $5,000 v
# All Purchasing rules apply and NC State contracts should
be utilized whenever possible
« Click on link for procedure to setup ProCard on your amazon Fisher _ fe
Profile - ProCard Payment Method S— ®' TR @(ﬂp L
ProCard *ProCard *ProCard ProCard *ProCart
Clink link for new Return Process procedure - Return
Process
TSM - Banner ID Information Office e R Fasrena b
Click the link to verify Banner ID does not exist DEPOT o — o e
(BannerlDSearch)
Click this link to search ECU PORT for suppliers (click here)
Request new supplier if it does not exist
Contact ECU Supplier Management with any questions:
ecu-suppliermgmt@ecu.edu or 737-5325 ProCard ProCard

New Contract Information
Customer Guidelines for Shred-it Service

2. From fly-out menu, select Dashboards.

PORT _CreatePersonalDash_ver 21.1 Page 1 of 9



CREATING PERSONAL DASHBOARD
Last Updated on: 5/19/2021

a
@ECU MATERIALS MANAGEMENT All - Search (Alt+0) Q 000USD W o, 4 2
Qaghboards b 17.1 Contract Dashboard
17.1 Contract Dashboard pu:nsoas R*m Ancther Dashbosd
Create New Dashboard
Contract Summary Copy LA Contract Search ?
~ Filter Contracts A Q
View Contragi# By Contracts Active for Shopping Search Contract Parties | Advanced Search
Contgpft Managers |~ | All Active b
Quick Links ?
33 Total Contracts Create New Contract...
Franks, sherry [ View Saved Searches
Advanced Contracts Search
Bal, Susan [ Search Contract Parties
carraway, Kevin [
waynard, Jona [
schley, Stacey [
0 5 10 15 20
€| > 1-5 of 10 Results Low to High & 5PerPage &
Contract Alerts oo& 7
 Filter Contract Alerts
Contracts Alert Type Contract Type Occurs Within
All ~ Al v to filte Q 0-30Days |v~
Alert ¥ Contract Number = Version = Contract Type = Second Party (Primary) = Start Date ~ End Date =
MM-GOODS-ECU-002116-2018 Renewal 0, Amendment 0 Goods Dell Marketing LP 4172018 3/3172020

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.

eBgshboard

Bridget's Dashboard

* Required Create

Close

5. Enter an appropriate Dashboard name.
6. Click on Create button.

PORT _CreatePersonalDash_ver 21.1 Page 2 of 9



CREATING PERSONAL DASHBOARD
Last Updated on: 5/19/2021

@E( il seirins sasemam Al - Search (Alt+Q) Q poouUsSD W oM AR

Dashboards P Bridget's Dashboard
Bridget's Dashboard ... anotner paznbosrd w

+ Add Widget Save Changes

7. Click on + Add Widget button.

Add Widget

8_ Widget Category

Widget Type

Action ltems
List of user's action items,

Approvals
Contracts
Documents
Approvals
Qerview of documents that 3 G<1ere!
Orders
Bookmarks

List of user's bookmarks. Search

Sheppin
Contract Alerts FRing

Overview of upcorning contra| SUPPlier Management

10.

Contract Search

Search utility for contracts

Contract Summary
Owerview of contracts breken down by Contract Manager,

Contract Type, etc.

Create Invoice

Utility to create invoices

Display Search Results
Displays search results from saved searche™mggrovides simple

summation capabilities.

Document Search
Search utility for documents with related shortcuts, Saved

searches supported.

of3 1-10 of 26 Results 10 Per Page &

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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CREATING PERSONAL DASHBOARD
Last Updated on: 5/19/2021

1.

12

Document Search

Save Changes  Close

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

@K:U MATERIALS MANAGEMENT

Al - Search (Alt+Q) Q 0ooUsD W Q@ 4 2
Dashboards # Bridget's Dashboard

Bridget's Dashboard ..., anothe: pasnbcas w

+ Add Widget Save Changes

= @ Document Search o

T 4 e B 2
Sej All Documents Document Numbers, Supplier, Product Ir| @
Advanced Sezrch
Shortcuts
13 My Requisitions | My Purchase Orders My Invaices My Appravals
My Saved Searches
Bridget & Chucks Reqs Bridget's EOY Tracking
Bridget & Chucks Regs Bridget's EQY Tracking
\iew All S2ved Search

13. Note that new widget has been added to dashboard.
14. Click on + Add Widget button.
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CREATING PERSONAL DASHBOARD
Last Updated on: 5/19/2021

Add Widget

Widget Category Shopping

15.

A table of the most recent draft carts.

Forms
Customizable list of forms for easy e

Product Search

Search utility for products with related shortcuts.
Requisition Summary

Atable of the most recent Pending, Rejected, Withdrawn and

Completed requisitions.

Showcases
Customizable collection of showcases to display suppliers and
stickers,

1-50f 5 Results 10 Per Page &

Close

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.

Product Search

16.

Save Changes

16. Click Save Changes button.
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CREATING PERSONAL DASHBOARD
Last Updated on: 5/19/2021

B B asia i s Al - Search (Alt+0) a ooousD W QR A 8

Dashbosrds b Bridgets Dashboard
Bridget's Dashboard v, ancier pashboars w

+ Add Widget | Save Changes

= @& Document Search oo e W72 = w Shop
Search All Documents Docurment Numbers, Supplier, Product I Q@ g Everything
My Requisitions | My Purchase Orders | My Invoices My Approvg Favorites | Forms | Non-Catalog Form | Quick Order
My Saved Searches Browse
Bridget & Chucks Regs gzt 's EOY Tracking Categories = Contracts Chemicals
Bridget & Chucks Reqgs Bridget's EQY Tracking
View All Saved Searches

17.

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

Add Widget

19.

Approvals
Action Items

List of user's action items, | <ONtracts

Documents

Draft Carts

Atable of the most recent dral ONe™!
Orders

g

A table of thtwe Search

invoices. Shopping

Purchase Order Summary agr Management

i idd..
A table of the most recent Pending, Rejecte g Completed
purchase orders.

Requisition Summary
A table of the maost recent Pending, Rejected, Withdrawn and
Completed requisitions.

Saved Search: Documents
Displays results from a saved document search,

1-6 of 6 Results 10 Per Page &

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.

23.

22,

21.

CREATING PERSONAL DASHBOARD
Last Updated on: 5/19/2021

20. Click Save Changes button.

Requisition Summary

My Requisitions

Auto-size @ Yes (No

i Save Changes

Q 0.00USD W AVl S

D4 e T2

BECU wimrmas wasscems Al ~ Search (ah+Q)
Dashboards b Bridget's Dashboard
Bridget's Dashboard yic. ancther Dashboais w
&, + Add Widget | Save Changes
() El Lol
=% Document Search Z 4 e W7 = w Shop
o
Search All Documents Q e St
- reh
FiTx — : Shorteuls
My Requisitions My Purchasergzs eaices | My Approvals Favorites | Forms; | Noe:Catalog Farm | Quick Order
i My Saved Searcjpe Browse: _
Bn(l = Bridget's EQY Tracking Categories | Contracts | Chemicals
T /:-ﬂ # Chucks Regs Bridget's EOY Tracking
“ View All Sav
T = My Requisitions
ﬁ*} ® View as Graph, &) View as List
12
& v
a
8
2
0
Pending Completed

Rejected Withdrawn

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.

PORT_CreatePersonalDash_ver_21.1
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24,

25,

26.

CREATING PERSONAL DASHBOARD
Last Updated on: 5/19/2021

@EE‘U MATERIALS MANAGEMENT All ~

Dashboards b Bridget's Dashboard

Bridget Brown

Bridget's Dashboard .. anotrer peshbos w
View My Profile

+ Add Widget | | Save Changes

Dashboards
Manage Searches

Manage Search Exports
Search All Decuments Set My Home Page

Shortcuts

My Requisitions = My Purchase Orders Favbetes | Foims: | Mot

My Pending Requisitions
Browse

My Saved Seaichas My Recently Completed Requisitions
mraget & Chucks Regs Bridget's EOY Tracking Categories  Contracts )
Bridget & Chucks Regs Bridget's EQY Tracking My Pending Purchase Orders
View All Saved Sesrch

My Recently Completed Purchase Orders

= My Requisitions Logout

View as Graph View as List
® o]

Pending Completed Rejected Withdrawn

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.

Set My Home Page

O Existing Home Page
Shopping Home

O Defautt Home Page
Shopping Home

@® curent
Dashboards

galso acoesa your home page by pressing Alt +1

26. Note that it defaults to current page. Click Save Changes button to set Dashboard as Home Page. To
reset home back to Shopping Home, repeat steps 24 - 26 with Default Home Page selected.
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CREATING PERSONAL DASHBOARD
Last Updated on: 5/19/2021

@EI:U MATERIALS MANAGEMENT All - Search (Alt+Q) a 000USD W AVl =
b Bridget’s Dashboard
Bridget's Dashboard .., sncther peshbosra w
+ Add Widget Save Changes
= @ Document Search o oF e W7 = 'm Shop
Search All Documents Search EEyimy | | oee
My Requisitions | My Purchase Orders My Invoices | My Approvals Favarites Forms | Non-Catalog Form | Quick Order
My Saved Searches Bmwse.
Bridget & Chucks Regs Bridget's EOY Tracking Categories | Contracts | Chemicals
Bridget & Chucks Reqs Bridget's EOY Tracking
View All Ssved Search
= My Requisitions o

oL iy T 7
@ViewasGraph O\ﬁewasLls‘t
12

10

Y

ERECIES

Pending Completed Rejected Withdrawn

27. This completes the steps for using this procedure. Click on the ECU icon to return to home page.
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SHOPPING CART MANAGEMENT
Last Updated on: 5/19/2021

& BECU snrems v Alr Search (Alt+Q) a ooousp W QB L2
! Shop (Alt+P) Open My Active Shopping Cart Goto: NON-CATALOG ITEM | Favorites  Forms  Shop | QuickOrder  EBrowse: Categories | Contracts = Chemicals
Shirping View Carts. Q
View My Orders (Last 90 Days)
| My Carts and Orders
Admin
atalogs ~
ECU Medical Candidate,
ECU Storeroom COVID Research
i Supp... Participant,...
bical Supplies
rd ONLY Suppliers for orders < $5,000 ~
L e g O Ghae : i
ProCard *ProCard *ProCard ProCard *ProCard *ProCard
Clink link for new Return Process procedure - Return
Process
TSM - Banner ID Information Office == v R Frstena |
Click the link to verify Banner ID does not exist DE{EE%T ProCard ProCard ProCard ProCard ProCard
(BanneriDSearch)
Click this link to search ECU PORT for suppliers (click here)
Request new supplier it it daes not exist
Contact ECU Supplier Management with any questions: < :,
ecu-suppliermgmt@ecu.edu or 737-5325 ProCard ProCard

New Contract Information
Customer Guidelines for Shred-it Service

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.

@ECLJ MATERIALS MANAGEMENT All = Searen (Alt+Q) Qa 142324USD W (vl Py §

Shop » My Carts and Orders » View Caris » Draft Carts

Create Cart . ?

Draft Carts ® Assigned Carts  Shared Carts

1-AQf 7 Results 20 Per Page v

Type = Cart Number = Shopping Cart Name = Cart Description Date Created = Total = Action

Normal 2210453 2018-04-03 brownb 01 4/3/2018 120000 USD | View ¥
Normal 2282287 2018-06-04 brownb 01 6/4/2018 425067 USD | View ¥
Normal 2318293 2018-07-06 brownb 01 7/6/2018 49,786.80 USD | View ¥
Normal - Returned 318320 2018-07-06 brownb 02 7/6/2018 152100 USD | View ¥
Normal 23197 2018-07-06 brownb 03 7/6/2018 4230USD | View v
Normal 2483800 2018-12-03 brownb 01 12/3/2018 74975 USD | View ¥
Normal ERIEEN Active | 2021-05-17 brownb 02 5/17/2021 142324 USD | View ¥

1-7 of 7 Results 20 Per Page v

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.

PORT_ShoppingCartMgmt_ver_21.1 Page 1 of 3



SHOPPING CART MANAGEMENT
Last Updated on: 5/19/2021

BECU sursmunsmnsaceser Al Search (AIt+Q) Q 142324UsD W QK L2
Shop » My Carts and Orders » View Carts » Draft Carts
Cart Management Create Cart | 7

Draftcarts™ | Assigned Carts  Shared Carts

Cart Name Cart Type > Al ﬂ

Cart Status Al 2 ‘

Date Created

mm/dd/yyyy

Filter

20 Per Page »

Type = Cart Number = Shopping Cart Name = Cart Description Date Created a Total = Action

MNormal 2210453 2018-04-03 brownb 01 4/3/2018 1,200.00 USD View w
Norml 2282287 2018-06-04 brownb 01 6/4/2018 425067 USD | View ¥
Normal 2318203 2018-07-06 brownb 01 7/6/2018 4978680 USD | view ¥
Normal - Returned 2318320 2018-07-06 brownb 02 7/6/2018 1,521.00 USD View w»
Normal 2318467 2018-07-06 brownb 03 7/6/2018 4230 USD View ¥
Normal 2483800 2018-12-03 brownb 01 12/3/2018 74975 USD | View ¥
Normal 3269806 2021-05-17 brownb 02 5/17/2021 142324 USD  view ¥
1-7 of 7 Results 20 Per Page =

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.

BYECYT srmmtisis sniacmaner Al ~ Search (Alt+Q) Q 14232400 W @ QK L2

Shop » My Carts and Orders » View Cants » Draft Cants

Cart Management Create Cart 2

Draft Carts ™ Assigned Carts ~ Shared Carts

¥ Filter Draft Carts

Cart Name Cart Type " j
R Umbor Cart Status I
|
Date Created P
> Not Returned
mm/dd/yyyy

Approver Returned

Clear Filter
| Assignee Returned

1-7 of 7 Results 20 Per Page w
Type = Cart Number = Shopping Cart Name = Cart Description Date Created =~ Total = Action
Normal 2210453 2018-04-03 brownb 01 4/3/2018 1,200.00 USD View v
Normal 2282287 2018-06-04 brownb 01 6/4/2018 4,250.67 USD View w
™G 2318293 2018-07-06 brownb 01 7/6/2018 49,786.80 USD View ¥
Normal - Returned 2318320 2018-07-06 brownb 02 7/6/2018 1,521.00 USD View ¥
Normal 2318467 2018-07-06 brownb 03 7/6/2018 42.30 USD View ¥
Normal 2483800 2018-12-03 brownb 01 12/3/2018 749.75 USD View v
Normal 3269806 2021-05-17 brownb 02 5/17/2021 1,423.24 USD | View ¥

1-7 of 7 Results. 20 Per Page =

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.

PORT_ShoppingCartMgmt_ver_21.1 Page 2 of 3



SHOPPING CART MANAGEMENT
Last Updated on: 5/19/2021

BECU srmucsmaacee Al Search (Alt+Q) a 1,42324USD W QK Ay

Shop y Carts and Orders » View Carts » Draft Cans

Cart Management Create Cart 7

Draft Carts ™ Assigned Carts  Shared Carts

~ Filter Draft Carts

10.

Cart Name Cart Type Al ¥ ‘
Cart Number Cart Status Not Returned M
Date Created

mmy/dd/yyyy

Clear Fifter

1-6 of 6 Resulis 20 Per Page v
9 Type = Cart Number = Shopping Cart Name = Cart Description Date Created ~ Total = Action
. Normal 2210453 2018-04-03 brownb 01 44372018 1,200.00 USD View W
el 2282207 2018-06-04 brownb 01 6/4/2018 425067USD | view ¥
Normal 2318293 2018-07-06 brownb 01 7/6/2018 4978680 USD | View ¥
Normal 2318467 2018-07-06 brownb 03 7/6/2018 42,30 USD View ¥
Normal 2483800 2018-12-03 brownb 01 12/3/2018 74975USD | View ¥
Normal EPEEV Active | 2021-05-17 brownb 02 5/17/2021 142324 USD  view ¥
1-6 of 6 Results 20 Per Page ~

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.

PORT_ShoppingCartMgmt_ver_21.1 Page 3 of 3



CREATE MY FAVORITE FOLDERS

IMPORTANT - ProCard Only Suppliers < §5,000
# PraCard is the anly payment method allowed
® Maximum transaction limit of $5,000

® All ProCard rules still apply

# If you were not a previous Amazon Business account user,

you will need to add your ProCard to your profile in

Amazon.

® All Purchasing rules apply and NC State contracts should
be utilized whenever possible

® Click on link for procedure to setup ProCard on your
Prafile - ProCard Payment Method

Clink link for new Return Process procedure - Return
Process

TSM - Banner ID Information

Click the link to verify Banner ID does not exist
(BanneriDSearch)
Click this link to search ECU PORT for suppliers (click here)

Request new supplier if it does not exist

‘Contact ECU Supplier Management with any questions:
ecu-suppliermgmt@ecu.edu or 737-5325

New Contract Information
Customer Guidelines for Shred-it Service

1. Click on Shopping Cart icon.

@ECL] MATERIALS MANAGEMENT

Shop (Alt+P) By Keyword

| o GoTo

Shopping Home
My Carts and Orders
Advanced Search

Admin View Favorites
View Forms

Non-Catalog ltem

Quick Order

New Shopping Experience

Browse By
Suppliers
Categories
Coniracts:

Chemicals

Prafile - Procard Payment Metnod

Clink link for new Return Process procedure - Return
Process

TSM - Banner ID Information

Click the link to verify Banner ID does not exist
(BanneriDSearch)

Click this link to search ECU PORT for suppliers (click here)

Request new supplier if it does not exist

Contact ECU Supplier Management with any questions:
ecu-suppliermgmt@ecu.edu or 737-5325

New Contract Information
Customer Guidelines for Shred-it Service

2. Click on View Favorites link.

PORT_CreateFavoriteFolders_ver_21.1

Last Updated on: 5/19/2021

Alv Search (Aft+Q)

1o NON-CATALOG ITEM | Favorites | Forms = Shop | Quick Order
[ECU Catalogs
ECU Medical Candidate,
Storeroom COVID Research
Medical Supplies Supp
ProCard ONLY Suppliers for orders < $5,000
amazon O G
ProCard *ProCard *ProCard ProCard
Office oK
DEPOT TR ATIET A
ProCard ProCard ProCard ProCard
ProCard ProCard
Allr Search (Alt+Q) Q

Goto: NON-CATALOG ITEM | Favorites = Forms
atalogs
ECU Medical Candidate,
m] Storeroom COVID Research
Supp... Participant,...
ical Supplies
rd ONLY Suppliers for orders < $5,000
nazon @t
ProCard *ProCard *ProCard

Office == =

DEPOT e ISTR
ProCard ProCard ProCard
BIORAD
ProCard ProCard

Shop | Quick Order

ProCard

Q

142324USD W S
Browse: Categories = Contracts = Chemicals
v
>
gt
“ProCard
e
ProCard ProCard
142324usD W @M i
Browse: Categories | Contracts = Chemicals

*ProCard

Fastenar

ProCard

“*ProCard

ProCard

Page 1 of 3
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Expand All

CREATE MY FAVORITE FOLDERS
Last Updated on: 5/19/2021

Top level personal folder

PIBET uarmms manscaiin Al Search (Alt+Q) Q 142324UsD W Q| L2
Shop » Shopping » View Favorites
Qlites 2 Manage Favorites 2
QSearch | Import and Expo Add New click Add New to begin creating a folder or select a folder to view the contents.

bfolder of selected folder
4 Personal Subfolder of selected fold

My Favorites

» Dental School
New Lab Stuff
» University Favorites

University Forms

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.

Create Personal Folder

ECU Medical Storeroom

ECUMedicalStarercom|

Description

254 characters remaining

* Required

Save Changes Close

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

Description is optional.
6. Click on the Save Changes button to create the folder.

PORT _CreateFavoriteFolders_ver 21.1 Page 2 of 3



CREATE MY FAVORITE FOLDERS
Last Updated on: 5/19/2021

BYBCYT sexsssinis ssincsomsie All ~ Search (Aft+Q) Q 142324USD W (VAN LA 2

Shop » Shopping b View Favorites

Favorites # ECU Medical Storeroom Folder Actions w2

QSearch | Import and Export w | Add New [ Display items that are no longer available

Expand All Collapse All

There are no favorites in this folder yet.
4 sPersonal

ECU Medical Storeroom
My Favorites
« Shared
» Chemistry

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.

PORT _CreateFavoriteFolders_ver 21.1 Page 3 of 3



CREATE MY FAVORITE ITEMS
Last Updated on: 5/19/2021

& BIECU sreemsss s Al Search (Alt+Q) Q noousp W QB IS
Simple Advanced Go to: NON-CATALOG ITEM | Favorites | Forms = Shop = Quick Order Browse: Categories = Contracts | Chemicals
4, part Q
ECU Catalogs v
IMPORTANT - ProCard Only Suppliers < §5,000
2. ® ProCarg O = ’ " i
® Maximum transaction limit of $5,000 ECU Medical Candidate,
® All Procard rules still apply Storeroom COVID Research
Supp... Participant, ..
- Medical Supplies
® [f you were not a previous Amazon Business account user,
3 you will need to add your ProCard to your prafile in
" e, [ECU Medical Storeroom ©®  ders<$5000 v
® All Purchasing ruTes-ameieaad [NC State contracts should
be utilized whenever possible Q
# Click on link for procedure to setup ProCard on your 235 ) B Flshor . Lfe
Profile - PraCard Payment Method D (GE= @‘ﬂ“ e =
Categories ird *ProCard ProCard PraCard ProCard
Clink link for new Return Process procedure - Return Search Eg
Process
TSM - Banner ID Information Office @ vwRe S e R Fastena W
i i i i DEPOT InTEARATIoTR froarss
Click the link to verity Banyas#Ftioes not exist ProCard ProCard PraCard ProCard ProCard ProCard
(BanneriDSearch
Click thi 0 search ECU PORT for suppliers (click here)
Request new supplier if it does not exist
E
‘Contact ECU Supplier Management with any questions: BIORAD
4 ecu-suppliermgmt@ecu.edu or 737-5325 ProCard ProCard

New Contract Information
Customer Guidelines for Shred-it Service

Ensure that you are on the home/shop page.

Click on the East Carolina University Medical Supplies icon.

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

Lol i

Q‘JECU MATERIALS MANAGEMENT Al Search (Ait+Q) Q 0oousD W QB 5y
5. Simple Advanced 50 to: NON-CATALOG ITEM | Favorites  Forms | Shop | Quick Order  Browse: Categories = Contracts | Chemicals
23506050 ¢
Y Hide X Q
Results: 1 Compare BEST MATCH g =
By Result Type ~ V)
Products (1) &1
By Supplier ~

~ 6 ECU Medical Storeroom (1)

GLASS IER EACH 620682
By Category ~ N ECU Methgl Storeroom
Diagnostic assessment and exam Fact Nor
products for general use (1) 23506050
404 USD
By Packaging UOM v in stock (NJEal Supplies)
1 | AddToCart ¥

/EA (1)

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

PORT _CreateFavoriteltems_ver 21.1 Page 1 of 6



CREATE MY FAVORITE ITEMS
Last Updated on: 5/19/2021

TS ey e anv Search (Alt+Q) Q 404uUsD W Q| AT
Simple Advanced Goio: NON-CALALGG=®®™" ravorites = Forms = Shop | Quick Order  Browse: Categories | Contracts | Chemicals
¥ hiae 235-06050 b'e Q
6 Search Results: 1 Compare BEST MATCH & =
By Result Type v 4> V)
7 Ucts (1) &
By Supplier v
/" B4 ECU Medical Stareroom (1)
GLASS CLEANER EACH 620682
By Category v from ECU Medical Storeroom
Diagnostic assessment and exam .
b 23506050
products for general use (1)
4.04 USD
By Packaging UOM v In stock (Medical Supplies)
VEALD | | AddToCart ¥
6. Notice that your shopping cart has been updated with the items that were just added.
7. Click on add favorite heart icon.
Add Favorite
Edit ltem Details
ECU Medical Storeroom, Catalog No. 235-06050
Itern Nickname * GLASS CLEANER EACH 620¢
8. Quantity *
Description
500 characters remaining
Create N
Select Destination Folder reatetew
10 My Favorites

W Required

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 15t method of adding an item to favorites
from hosted catalog searches.

PORT _CreateFavoriteltems_ver 21.1 Page 2 of 6



11.

12

13.

CREATE MY FAVORITE ITEMS
Last Updated on: 5/19/2021

@E(:[] MATERIALS MANAGEMENT

simple Advanced 5o to: NON-CATALOG ITEM

Search fesults: 1

By Result Type

Products (1)

By Supplier

~/ %4 ECU Medical Storeroom (1

s tTE
from ECU Medical Storeroom

By Category

Diagnostic as Part Number
products, use (1) 23506050

4.04 USD

By Packaging UOM ~ In stock (Medical Supplies)

1 |AddToCart w

1/EA (1)

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

@E{jU MATERIALS MANAGEMENT
simple Advanced Go 1o NON-CATALOG ITEM
140-24790

Y Hide

earch Results: 1

4 Q4

6 ECU SIING (1

By Result Type

Products (1)
DERMABOND ADHESIVE TOPICALSKIN 12/BOX J&J
By Supplier

% ECU Medical Storeroom (1

By Category

Diagnostic assessment and exam
products for general use (1) 370.04 USD

Packaging UOM
By Ea Dl Add To Cart ¥

1/BX (1)

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

PORT_CreateFavoriteltems_ver_21.1

All™ Search (Ai+Q)

Favorites | Forms | Shop | Quick Order

Allv Search (Alt+Q)

Favorites | Forms | Shop  Quick Order

Q 404UsD W Qr IS
Browse: Categories = Contracts = Chemicals
Q 404UsD W QB IS

Browse: Categories | Contracts = Chemicals

Compare BEST MATCH «

Page 3 of 6
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CREATE MY FAVORITE ITEMS
Last Updated on: 5/19/2021

B FEN s nesksments Al Search (Alt+Q) Q 148420UsD W Q| IS §

Simple Advanced Go to: NON-CATALOG ITEM | Favorites | Forr #fop | Quick Order  Browse: Categories = Contracts | Chemicals

¥ oo 140-24790 b4 Q

Search Results: 1 Compare BESTMATCH ¥ o)

By Supplier Class < Q

556 ECU Stogae Lh

By Result Type ~

Products (1)
DERMABOND ADHESIVE TOPICALSKIN 12/BOX J&J
By Supplier v D812

14.

from ECU Medical Storeroom
% ECU Medical Storeroom (1)

Part Number

140-24790
By Category v
Santiziing
Diagnostic assessment and exam 0304-02

products for general use (1) 370.04 UsD

In stock (Medical Supplies)

Packaging UOM ~
By e 4 AddToCart | ¥

1/BX (1)

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

R i A~ Search (Alt+Q) Q 148420UsD W Q| e §

15.

My Cart (2021-05-19 brownb 01)
Simple avanced Go fo: NONI bniracts | Chemicals
—_— — OND ADHESIVE TOPICA._
14024790 Quantity: 4 View My Cart xla

Y Hide Price: 1,480.16 USD

East Carolina  GLASS CLEANER EACH 620682

Search Results: 1 Quantity: 1 o= 3 =
Price: 404 USD

1,484.20 USD
By Supplier Class ~ o
¢ ECU Stores (1) (W]
By Result Type ~
Products (1)

DERMABOND ADHESIVE TOPICALSKIN 12/BOX J&J

By Supplier v DB12
from ECU Medical Storeroom

¥ ECU Medical Storeroom (1)

Part Number
140-24790
By Category ~ -
Santiziing Wipes
Diagnostic assessment and exam 0304-02

products for general use (1) 370.04 USD
In stock (Medical Supplies)

Packaging UOM v
By e 4 | AddToCart ¥

JBX (1)

15. Click on View My Cart.

PORT _CreateFavoriteltems_ver 21.1 Page 4 of 6



CREATE MY FAVORITE ITEMS
Last Updated on: 5/19/2021

B HEY [ Soaramsaws s All~ Search (Alt+Q) Q 148420usD W QB IS 3
Shopping Cart ~ ® =
Simple Advanced ~
e - © Corect these issues. ~ B
Search for product 1S, part T Q You are unable to proceed until
addressed

17.

Priority Normal v Business Backup | Required: State Exempt

Purpose / Note Required

1o Approvers Details v
Prepared by EMeal Brown

1000 characters remaining
expand | clear Fat
Special None v

Prepared for Bridget Brown g Instructions Bridget Brown
yempt e )
Estimate (1,484.20 USD) v
Bagguired
Cart Name 2021-05-19 brownb 01 Notes to Subtotal 1,484.20
Suppliers 3
Shipping 0.00
1000 characters remaining Handling 0.00
expand | clear -
Total 148420 USD
5 [tems n - Proceed To Checkout
> Add to Favorites
ECU Medical Storeroom - 5 ltems - 1,484.20 USD S —
Remove Selected ltems
SUPPLIERDETAILS ¥ Medical Supplies - 600 Moye BIvd, Brody Som Gw-. + Rerviove Al e
Item Catalog No. s:::fPacka Unit Price Quantity Ext. Price Move to Another Cart N

Add to Draft Cart or Pending PR/PO
1 GLASS CLEANER EACH 620682 235-06050 1/EA 4.04 1 EA 4.04 -0
Line Item History

Contract:

Change Commodity Code

16.

2 DERMABOND ADHESIVE TOPICALSKIN 12/BOX 140-24790 1/BX 370.04 4 BX 1,480, \/
J&JDB-12

Contract:

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

Add Favorite
Edit Item Details

ECU Medical Storeroom, Catalog No. 140-24790

Itemn Nickname * DERMABOND ADHESIVE TOPICALSKII

18 Quantity *

Description

19.

500 characters remaining

Create New ¥
Select Destination Folder reate tew

20.

My Favorites

Shared

* Required Save Changes.

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

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

20. Click on the Save Changes button. Note: This completes the 2" method of adding an item to favorites
from your shopping cart.

PORT _CreateFavoriteltems_ver 21.1 Page 5 of 6



CREATE MY FAVORITE ITEMS
Last Updated on: 5/19/2021

& BEH sz wariscnirs Allv Search (Aft+Q) a 1484200sD W Q] i
Shopping Cart ~ ® -
Simple Advanced i
: . . € Comectthese issues. ~ B
Ll Q You are unable to proceed until
addressed.
Priority Normal v Business Backup | Required: State Exempt
Purpose / Note Required
to Approvers Details v
Preparedby  Bridget Brown == ——
expand | clear Special None v .
Preparad for BridgetBrown  Q WiskiCtEHE Bridget Brown
State Exempt " N T ASLA )
imate (1,484.20 USD) v
@ Required
Cart Name 2021-05-19 brownb 01 Notes to Subtotal 1,484.20
Suppliers
. Shipping 0.00
1000 characters remaining Handling 0.00
xgard 1l =S
Total 1,48420 USD
5 Hems n S Proceed To Checkout

Assign Cart
ECU Medical Storeroom - 5 ltems - 1,484.20 USD S —

SUPPLIERDETAILS %6 Meaical Supplies - 600 Moye BIvd, Brody Som Gu-.

Item Catalog No. Size/Packa Unit Price Quantity Ext. Price
Gk
1 GLASS CLEANER EACH 620682 235-06050 1/EA 4.04 1 EA 404 vioin D
Contract:
2  DERMABOND ADHESIVE TOPICALSKIN 12/BOX 140-247%0 1/BX 370.04 4 BX 1,480.16 i \/
J&JDB-12
Contract:

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.

PORT _CreateFavoriteltems_ver 21.1 Page 6 of 6



BIBC s

Simple Advanced

h for products,

IMPORTANT - ProCard Only Suppliers < §5,000
® ProcCard is the only payment method allowed
® Maximum transaction limit of $5,000

# Al ProCard rules still apply

® If you were not a previous Amazon Business account user,
you will need to add your ProCard to your profile in

Amazon,

® All Purchasing rules apply and NC State contracts should
be utilized whenever possible

® Click on link for procedure to setup ProCard on your
Profile - ProCard Payment Method

Clink link for new Return Process procedure - Return
Process

TSM - Banner ID Information

Click the link to verify Banner ID does not exist
(BanneriDSearch)

Click this link to search ECU PORT for suppliers (click here)

Request new supplier if it does not exist

Contact ECU Supplier Management with any questions:
ecu-suppliermgmt@ecu.edu or 737-5325

New Contract Information
Customer Guidelines for Shred-it Service

1. Click on Shopping Cart icon.

@FEU MATERIALS MANAGEMENT

»

P (Alt+P) By Keyword ~

| Sy Go To
Shopping Home
My Carts and Orders

Advanced Search

Admin View Favorites
View Forms
Non-Catalog ltem

Quick Order

New Shopping Experience

Browse By

Suppliers
Categories
Contracts

Chemicals

TSM - Banner ID Information

Click the link to verify Banner ID does not exist
(BanneriDSearch)

Click this link to search ECU PORT for suppliers (click here)
Request new supplier if it does not exist

Contact ECU Supplier Management with any questions:
ecu-suppliermgmt@ecu.edu or 737-5325

New Contract Information
Customer Guidelines for Shred-it Service

2. Click on View Favorites link.

PORT_UseMyFavorites_ver_21.1

Search.

USE MY FAVORITE ITEMS
Last Updated on: 5/19/2021

Go to: NON-CATALOG ITEM

ECU Catalogs

@ECU

Medical Supplies

ECU Medical
Storeroom COVID

Supp...

Favorites

Ali~

Forms

Candidate,
Research

Participant, ..

ProCard ONLY Suppliers for orders < $5,000

amazon

ProCard

Office
DEPOT
ProCard

BIO-RAD
ProCard

Office
DEPOT
ProCard

BIORAD
ProCard

*ProCard

ProCard

o

3|
ProCard

Go to: NON-CATALOG ITEM

ECU Medical
Storeroom

Supp...

*ProCard

ProCard

ProCard

Favorites

CcoviD

® Sttine

“ProCard

o

ProCard

Allr

Forms

Candidate,
Research

Participant, ..

*ProCard

-

ProCard

Search (Alt+Q)

Shop  Quick Order

@1&1'

ProCard

Search (Alt+Q)

Shop = Quick Order

ProCard

Q

Q

0.00USD W QM A
Browse: Categories = Contracts = Chemicals
-
v
e
“ProCard
FasTEnaL GRAINGER
ProCard
0.00USD W 2K A
Categories | Contracts Chemicals
v
-
i
*ProCard

Page 1 of 4
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@E(:LJ MATERIALS MANAGEMENT

Shop » Shopping b View Favorites
Favorites 2
Q Search

Importand Export w | Add New

Expand All Collapse All

ECU Medical Storeroom

My Favorites
+ Shared
Chemistry

-

Dental School

-

New Lab Stuff

-

University Favorites
University Forms

USE MY FAVORITE ITEMS
Last Updated on: 5/19/2021

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

2  [ETeopm————

o — GiLgiorites
Favorites 2
ro QSearch | Importand Export w | Add New
Expand All Collapse all
A
4 Personal
— ECU Medical Storeroom
AL My Favorites
a « Shared
» Chemistry
ul o ool
New Lab Stuff

» University Favorites

University Forms

Al
My Favorites
[ Display items that are no longer available
There are no favorites in this folder yet.
All Search (Alt+Q)

ECU Medical Storeroo

[ Display items that are no longer available

DERMABOND ADHESIVE TOPICALSKIN 12/BOX J&J DB-12
from ECU Medical Storercom

Part Number

PrPes 0304-02

GLASS CLEANER EACH 620682 from ECU [jas#8] Storeroom

Part Number 06050

LATEX SURGEONS,ST 7.5 SENSIGRI 50 PAIRS/BOX ANSELPERRY7825
from ECU Medical Storercom

Part Number

Q

a

oooUsD W QR ey §

Folder Actions w2

000USD W Q| e §

Foider Actions w2

Actions for Selected Favorites w
3]
0.04 0 o

Add to Cart

In stock (MEdI(’E\ Supplies)
check other locations...

Edit | Move | Copy | Delete

4.04 050
1/EA
1 VAdd to Cart

In stock (Medical Supplies)
check other lecations...

Edit | Move | Copy | Delete

7BX

1 Add to Cart

In stack (Medical Supplies)
check other locations...

Edit | Move | Copy | Delete

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.

PORT_UseMyFavorites_ver_21.1
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@ECL] 'MATERIALS MANAGEMENT

Shop b Shopping b View Favorites

Favorites #

QSearch | Import and Export w | Add New

Expand All Collapse Al
4 Personal
My Favorites
4 Shared
» Chemistry

Dental School
New Lab Stuff
University Favorites

-

-

University Forms

BB v

Shop + Shopping » View Favorites

Favorites ?
QSearch | Import and Export w__ iaiem
Expand All Collapse All
4 Personal
My Favorites
4 Shared
» Chemistry

Dental School

New Lab Stuff

University Favorites

University Forms

PORT_UseMyFavorites_ver_21.1

USE MY FAVORITE ITEMS
Last Updated on: 5/19/2021

Al ~ h (Al+Q)

ECU Medical Storeroom

[ Display items that are no longer available

DERMABOND ADHESIVE TOPICALSKIN 12/BOX J&J DB-12
from ECU Medical Storeroom

Part Number 140-24790
Santiziing Wipes 0304-02
7
GLASS CLI FEACH 620682 from ECU Medical Storeroom

ot Number 235-06050

LATEX SURGEONS,ST 7.5 SENSIGRI 50 PAIRS/BOX ANSELPERRY7825
from ECU Medical Storercom

Part Number 120-23240

ko4

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

All = Search (Alt+Q)

[ Display items that are no longer available

DERMABOND ADHESIVE TOPICALSKIN 12/BOX J8J DB-12
from ECU Medical Storercom

Part Number

Santiziing Wipes 0304-02

GLASS CLEANER EACH 620682 from ECU Medical Storeroom
Part Number 235-06050

wH

LATEX SURGEONS,ST 7.5 SENSIGRI 50 PAIRS/BOX ANSELPERRY7825
from ECU Medical Storeroom

Part Number

a

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

0.00USD W @ K

Folder Actions w

TS §

?

Actions for Selected Favorites w

Add to Cart
Edit

Move

Copy
Delete

Edit | Move | Copy | Delete

4.04 50
1/EA
1 Add to Cart

In stock (Medical Supplies)
check other locations...

Edit | Move | Copy | Delete

19.52
1/BX
1 Add to Cart

In stock (Medical Supplies)
check other locations...

Edit | Move | Copy | Delete

1499.68 USD W (v

Folder Actions v

r

?

Actions for Selected Favorites w

370.04 U0

1/BX

4 Add to Cart

In smtk(Med\mﬁ

check other locations.

Edit | Move | Copy | Delete

4.04 5D
1/EA
1 Add to Cart

In stock (Medical Supplies)
check other locations...

Edit | Move | Copy | Delete

19.52 Uso
1/BX
1 Add to Cart

In stock (Medical Supplies)
check other locations...

Edit | Move | Copy | Delete

Page 3 of 4

a

[



USE MY FAVORITE ITEMS
Last Updated on: 5/19/2021

@E(:[] MATERIALS MANAGEMENT All~ Search (Alt+Q) Q 1499.68USD W QD ey §
Shop » Shopping P View Favorites My Cart (2@21{\ Dol U])
Favorites 2 ECU Medical Storeroom Fas Comlina L ATEX SURGEONS,ST 7.5 SENSI_ View My Cart Jder Adtions w2

[ Display items that are no longer available lected Favorites w

QSearch | Importand Export » | Add New w

Expand Al Collapse All East Carclina - DERMABOND ADHESIVE TOPICA.. o
DERMABOND ADHESIVE 1 grug;“'{\‘,*éo - 170.04 50 o
from ECU Medical Storercol SR 1/BX

ECU Medical ®*-. L,uom

My Favorites

Part Number 1,499.68 USD |Addto Cart
.<al Supplies)

S

4 Shared Soutiig ges e check other lacations...
» Chemistry i Edit | Mave | Copy | Delete
& Depilal Sdtiodl GLASS CLEANER EACH 620682 from FCU Medical Storeroom 404050
New Lab Stuff
) Part Number 235-06050 1/EA
» University Favorites
. 1 Add to Cart
University Forms ¥ R
In stock (Medical Supplies)
check other locations...
Edit | Move | Copy | Delete
LATEX SURGEONS,ST 7.5 SENSIGRI 50 PAIRS/BOX ANSELPERRY7825 19.52 50 3z
from ECU Medical Storeroom 1/BX
Part Number 120-23240 1 Add to Cart
% In stock (Medical Supplies)

check other locations...

Edit | Move | Copy | Delete

9. Click on View My Cart.

BECU suarmuns nasacemes all~ Search (AI1+Q) Q 140068USD W QB A
Shopping Cart ~ ® =
Simple Advanced cee ° Conect theseissues: <
‘You are unable to proceed until
Q addressed
Required: State Exempt
Priority Normal v Business Backup
’ | Details ~
Purpose / Note Required
to Approvers z
Preparedby  Bridget Brown PR 00 et s g i
o e Bridget Brown
expand |.claar Special None v
Prepared for Bridget Brown Q Instructions Estimate (1,499.68 USD) »
ot Bremnt
Subtotal 1,499.68
0 Required
Cart Name 2021-05-19 brownb 01 Notes to Shipping 0.00
Suppliers
Handling 0.00
1000 characters remaining Total 149968 USD
expand | clear
Proceed To Checkout
S ltems O - Assign Cart
ECU Medical Storeroom - 5 Items - 1,499.68 USD S|
SUPPLIER DETAILS ¥ Medical Supplies : 600 Moye Blvd, Bredy Som Gw-... v
Item Catalog No. Size/Packa Unit Price Quantity Ext. Price
ging
1 DERMABOND ADHESIVE TOPICALSKIN 12/BOX 140-24790 1/BX 370.04 4 BX 1,480.76 sen D
J&J DB-12
Contract:
2 LATEX SURGEONS,ST 7.5 SENSIGRI 50 120-23240 1/BX 19.52 1 BX 19.52 - D
PAIRS/BOX ANSELPERRY7825 ©

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.
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USE UNIVERSITY FAVORITE ITEMS

BIEC s s

Advanced

Simple

=h for pi

IMPORTANT - ProCard Only Suppliers < $5,000

* ProCard is the only payment method allowed

® Iaximum transaction limit of $5,000
* All ProCard rules still apply

 If you were not a previous Amazon Business account user,
you will need to add your PreCard to your profile in

Amazon,

# All Purchasing rules apply and NC State contracts should
be utilized whenever possible

« lick on link for procedure to setup ProCard on your
Profile - ProCard Payment Method

Clink link for new Return Process procedure - Return
Process

TSM - Banner ID Information

Click the link to verify Banner ID does not exist
(Banner|iDSearch)

Click this link to search ECU PORT for suppliers (click here)

Request new supplier if it does not exist

‘Contact ECU Supplier Management with any questions:
ecu-suppliermgmt@ecu.edu or 737-5325

New Contract Information
Customer Guidelines for Shred-it Service

1. Click on Shopping Cart icon.

»

Shop (Alt+P) By Keyword ™

| e GoTo

Shopping Home
My Carts and Orders
Advanced Search

Admin View Favorites
View Forms
Non-Catalog ttem
Quick Order

New Shopping Experience

Browse By

Suppliers
Categories
Contracts

Chemicals

TSM - Banner ID Information

Click the link to verify Banner ID does not exist
(BanneriDSearch)

Click this link to search ECU PORT for suppliers (click here)

Request new supplier if it does not exist

‘Contact ECU Supplier Management with any questions:
ecu-suppliermgmt@ecu.edu or 737-5325

New Contract Information
Customer Guidelines for Shred-it Service

2. Click on View Favorites.

PORT_UseUniversityFavorites_ver_21.1

Search...

Last Updated on: 5/19/2021

All~
Goto: NON-CATALOG ITEM  Favorites | Forms
ECU Catalogs
ECU Medical candidate,
@ECU Storeroom COVID Research
Medical Supplies Supp... Partic .
ProCard ONLY Suppliers for orders < $5,000
amazon (G}
ProCard *ProCard *ProCard
Office
DEPOT "
ProCard ProCard ProCard
BIORAD
ProCard ProCard

Alr
Goto: NON-CATALOG ITEM | Favorites | Forms
atalogs
ECU Medical Candidate,
Storeroom COVID Research
ECU Supp... Participant,..
jcal Supplies
rd OMLY Suppliers for orders < $5,000
azon (G~
*Procara *Procard
Office
DEPOT d
ProCard ProCard ProCard
BIORAD
ProCard ProCard

Search (Alt+Q)

Shop | Quick Order

ProCard

Search (Ait+Q)

shop | Quick Order

ProCard

ProCard

Q

Q

ooousp W -0 A
Browse: Categories = Coniracts = Chemicals
v
v
*ProCard
convazs
ProCard
ooousD W Q¢ A
Browse: Categories | Contracts = Chemicals
v
v
it
‘PIDCaTd

Fastenar
i

ProCard

Page 1 of 4
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fik
@ECU MATERIALS MANAGEMENT
Shop » Shopping » View Favorites
Favorites
Q. Search  Import and Export

Expand Al

4 Personal

Add New w

USE UNIVERSITY FAVORITE ITEMS

Last Updated on: 5/19/2021

All ~

? My Favorites

[ Display itams that are no longer available

Collapse All
There are no favorites in this folder yet.

Search (Alt+Q)

Q

000USD W

QK TS 3

Foider Adtions v ?

[ECU Medical Storeroom
My Favorites
4 Shared

» Chemistry
Dental School

-

New Lab stuff

-

University Favorites
University Forms

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

BECU urmmcs saragesmer Allw Search (Alt+Q) Q ooousD W L2

Shop » Shopping b View Favorites

Favorites 2 My Favorites

Folder Actions w2

Qsearch | Importand Export w | Add New [ Display items that are no longer available

Expand All | Collapse Al

There are no favorites in this folder yet.
4 Personal

ECU Medical Storeroom
My Favorites
4 Shared

Chemistry
Dental School

v

New Lab Stuff

University Favorites
1 Medical Supplies
2 Maintenance Supplies
3 Office Supplies
Best Buy Office Supplies
Bridgets
Dowdy Student Stores
ECU Forms

[ECU Medical Storercom COVID Supplies

Form Workflow Testing

Forms Packet
Internal Orders (for training)
University Forms

4. Select 1 Medical Supplies folder.

PORT_UseUniversityFavorites_ver 21.1 Page 2 of 4



i\

@ ECU mareniars manacemenr

Shop b Shopping b View Favorites

i |

Favorites

Q search

N

Import and Export

Expand All
4 Personal
ECU Medical Storeroom
My Favorites
4 Shared
» Chemistry

FE % B

» Dental School
New Lab Stuff
4 University Favorites
2 Maintenapcassesfifies
Ditice Supplies
Best Buy Office Supplies
Bridgets
Dowdy Studen,Sie
Bms

Add New w

Collapse All

ECU Medical Storeroom COVID Supplies

USE UNIVERSITY FAVORITE ITEMS

Last Updated on: 5/19/2021

All =

pplies

[ Display itams that are no longer available

1-8 of 8 Results

ALCOHOL PREPS LARGE 200/BOX KENDALL 5110 from ECU Medical Storeroom

Part Number

040-21020

BULK GAUZE N/S 2" X32_4
Part Nupbae

00/PK NW2204 from ECU Medical Storeroom
020-20440

7

FDC2000 DISP CONNECTO SYRINGE CS/100/ 415081
from ECU Medical Storerggm

ooousD W @ &1 B

Folder Adions v 2

Actions for Selected Favorites w

Add to Cart iw
Copy 0
5.22 1y
/B
Add to Cart
Qut of stock / backordered
(Medical Supplies)

check other locations...

Copy

0.65us0
1/PK
1 Add to Cart

Qut of stock (Medical Supplies)
check other locatiens..

Copy

‘g.un.'?g
1/CS

g

Internal Orders (for training)
University Forms

Part Number 180-26660

E;

4 Add to Cart

In stock (Medical Supplies)
check other locations...

Copy

Generic hand soap from ECU Medical Storeroom
Part Number Generic hand soap

E

Py
t__bﬁ

1/BO
1 Add to Cart

Qut of stock (Medical Supplies)
check other locations...

Copy

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.

@EC‘U MATERIALS MANAGEMENT

Shop » Shopping b View Favorites

Favorites

QuSearch | Import and Export

Expand All
4 Personal
[ECU Medical Storeroom
My Favorites
4 Shared

» Chemistry
Dental School

-

New Lab Stuff

S

University Favorites
2 Maintenance Supplies
3 Office Supplies
Best Buy Office Supplies
Bridgets
Dowdy Student Stores
ECU Forms

Form Workflow Testing

Forms Packet

Internal Orders (for training)
University Forms

Collapse All

[ECU Medical Storeroom COVID Supplies

Al Search (Ait+Q) Q

1 Medical Sypplies

[ Display itams that are no longer available

1-8 of 8 Results

ALCOHOL PREPS LARGE 200/BOX KENDALL 5110 from ECU Medical Storeroom
Part Number

040-21020

BULK GAUZE N/S 2"X2" 4PLY 200/PK NW2204 from ECU Medical Storeroom
Part Number 0. 40

FDC2000 DISP CONNECTO SYRINGE CS/100/ 415081
from ECU Medical Storeroom

Part Number 180-26660

25810USD W

r 1

r

Folder Adtions v 7
Actions for Selected Favorites w

150 Per Page v
n}
52200 g
1/BX
1 7Addtn Cart

Out of stock / backordered
(Medical Supplies)
check other locations...

Copy

0.65 LD

1/PK

1 Addto Cart

Out of stock (MEdIEa\ Supp\};)
check other locations...

Copy

[m]

58.00us0 o
1/Cs
4 Addto Cart
In stock (MEdI.Cé\ ;Sdpp\\eéj
check other locations...

Copy

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

PORT_UseUniversityFavorites_ver_21.1
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USE UNIVERSITY FAVORITE ITEMS
Last Updated on: 5/19/2021

BN Susrmmancs mossacmoeay Alw Search (Alt+Q) a 25810UsD W QK L8 =
Shop » Shopping » View Favorites My Cart (2021 (e U‘I)
Favorites ? 1 Medical Supplies Fast Canlina— Generic hand soap View My Cart Folder Adions w 7
Quantity: 1
O e e e e [ Display items that are no longer available Price: 20.88 USD i
Expand Al Collapse All 1-8 of B Results Fa Cobe=FNC2000 DISP CONNECTO SYRI_ 150 Per Page v
Quantity: 4 =
4 Personal Price: 232.00 USD o
EGU MG storsttonn B e e |
st Carolina
My Favorites Part Number B f /B0 1/BX
Quantity: 1

4 Price: 5.22 USD Addto Cart

4 Shared L) LE0S05AR,

{ backordered

» Chepiss 258.10 USD dical Supplies)

» Dental School .- Jther locations..

New Lab Stuff Copy

9- 4 University Favorites =

1 Medical Supplies BULK GAUZE N/S 2"X2" 4PLY 200/PK NW2204 from ECU Medical Storeroom 0.65U50

2 Maintenance Supplies Part Number 1/PK

1 Add to Cart

3 Office Supplies 4

out of stock (Medi‘c;suppﬁggj

Best Buy Office Supplies
check other locations...

Bridgets
Dowdy Student Stores copy
ECU Forms FDC2000 DISP CONNECTO SYRINGE CS/100/ 415081 58.00Us0
ECU Medical Storeroom COVID Supplies from ECU Medical Storeroom 1/cs
Form Workflow Testing Part Number 180-26660 4 Add to Cart
Forms Packet 5 In stock (Mediical Supplies]
Internal Orders (for training) check other locations..
University Forms Copy
Generic hand soap from ECU Medical Storercom 20.88 50
Part Number Generic hand soap 1/8O

1 Addto Cart

out of stock (Medical Supplies)
check other locatiens..

Copy
9. Click on View My Cart.
@E(:[J MATERIALS MANAGEMENT Al Search (Ait+Q) Q 258.10USD W Qr e
Shopping Cart ~ ® =
Simple Advanced EL) © correct these issues. ~
You are unable to proceed until
Search for products, suppliers, forms, part numi Q addressed
Required: State Exempt
Priority Normal " Business Backup
> ‘ ; | Details v
Purpose / Note Required
to Approvers Eor
Prepared by Bridget Brown 100 EiBrECHE BTG "
T g Bridget Brown
expand | clear s Natie -
Prepared for Bridget Brown Q Instructions Estimate (258.10 USD) i
st et
Subtotal 258.10
© Required
1 0 Cart Name 2021-05-19 brownb 01 Notesto Shipping 0.00
. Suppliers
Handling 0.00
Hisienang Total 25810 USD
expand | clear
Proceed To Checkout
6 ltems a- Assign Cart
ECU Medical Storeroom - 6 ltems - 258.10 USD == [E]
SUPPLIER DETAILS ¥ Medical Supplies : 600 Moye Bivd, Brody Som Gw-... =
Item Catalog No. size/Packa Unit Price Quantity Ext. Price
ging
ALCOHOL PREPS LARGE 200/BOX KENDALL 040-21020 1/BX 522 1 BX 5.22 . D
5110
Contract:

10. This completes the steps for using university favorites and brings you to the New Shopping Cart edit
section. See the Edit Cart Header procedure to continue the review process.
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COPY FAVORITE ITEMS
Last Updated on: 5/19/2021

BSFCRT o anaameens A~ Search (Alt+Q) Q coouUsD W Q| L2

simple Advanced Go to: NON-CATALOG ITEM

Favorites | Forms = Shop | Quick Order e. Categories | Contracts = Chemicals

Q

v
IMPORTANT - ProCard Only Suppliers < §5,000
* ProcCard is the only payment method allowed
# Maximum transaction limit of $5,000 ECU Medical lhndidra;.
» All Procard rules still apply Storeroom COVID Reseal
@ECLI Supp... Participant,.
Medical Supplies

 If you were not a previous Amazon Suffiess account user,

you will need to add youg@8Card to your profile in

Amazon, ProCard ONLY Suppliers for orders < $5,000 v
* All Purgee®ng rules apply and NC State contracts should

glilized whenever possible
Click on link for procedure to setup ProCard on your amazon @ Fisher
Profile - PraCard Payment Method ~—— ®M @‘fﬂ e L=
ProCard *ProCard *ProCard ProCard *ProCard *ProCard
Clink link for new Return Process procedure - Return
Process
TSM - Banner ID Information gggig% @ VWREL e Rg Fastenar (GRAINGER |
2 ¥ TRTEARATIET R, =

Click the link to verify Banner ID does not exist ProCard ProCard Procard ProCard ProCard ProCard
(BanneriDSearch)
Click this link to search ECU PORT for suppliers (click here) Dl
Request new supplier if it does not exist
‘Contact ECU Supplier Management with any questions: BIORAD Y
ecu-suppliermgmt@ecu.edu or 737-5323 ProCard ProCard
New Contract Information

Customer Guidelines for Shred-it Service

1. Click on Favorites link.
@ECU MATERIALS MANAGEMENT Al = Search (Alt+Q) Q 0.00USD W QK e |
Shop » Shopping » View Favorites
Favorites ? My Favorites Folder Adions ¥ 7
QSearch | Impostand Export w | Add New w [ Display items that are no longer available
Expand All Collapse All

There are no favorites in this folder yet.
+ Personal

ECU Medical Storeroom

My Favorites

4 Shared

» Chemistry
» Dental School

New Lab Stuff

University Favorites
University Forms

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).

PORT_CopyFavorites_ver_21.1 Page 1 of 3



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

a B BE varmmann mersacmrws Al Search (Alt+Q) Q
Shop » Shopping » View Favorites
Favorites 2 1 Medical Supplies
[ QSearch | Import and Export + | Add New = [ Display items that are no longer available
Expand All Collapse All 1-8 of 8 Results
L
+ Personal
S ECU Medical Storeroom ALCOHOL PREPS LAR&S20U0/BOX KENDALL 5110 from haetiemtSTOreroom
e My Favorites - Tumber o -
n 4 Shared
]
» Chemistry
ul T
New Lab Stuff

4 University Favorites

BULK GAUZE N/5 2 X25#PLY 200/PK NW2204 from ECU Medical Storeroom
2 Maintenance Supplies Part [ 020-20440
3 Office Supplies 2]

Best Buy Office Supplies

ooousD W QK

s

Folder Ations v 2

Actions for Selected Favorites w

Add to Cart
Copy
522w
1/
11 | | Addte Cart

Out of stock / backordered
(Medical Supplies)

check other locations...

0.6,

Copy

1/PK

|1 | | Addto cart

out of stock (Medical Supplies)
check other locations...

Bridgets
Dowdy Stydemefores
U Forms FDC2000 DISP CONNECTO SYRINGE CS/100/ 415081
U Medical Storercom COVID Supplies from ECU MedicalSig
= BTTTVorTIow Testng part Number 180-26660

Forms Packet

5
Internal Orders (for training)

Copy

14 Add to Cart

In stack (Medical Supplies)

check other locations...

University Forms —-’(npy
Generic hand soap from ECU Medical Storeroom 20.88 Uso
Part Number Generic hand soap 1/8O

1 || Addto cart

. Select the 1 Medical Supplies folder under University Favorites.

out of stock (Medical Supplies)
check other locations...

. In this example, we will copy the 1t three items in the 1 Medical Supplies folder.

3
4. To copy only one item, you can select the Copy link that corresponds with the item.
5
6

. Click the Actions for Selected Favorites dropdown then click Copy.

Copy Favorites

Selected ltems:

= ALCOHOL PREPS LARGE 200/BOX KENDALL 5110 (Quantity: 1)
= BULK GAUZE N/S 2°X2" 4PLY 200/PK NW2204 (Quantity: 1)
= FDC2000 DISP CONNECTO SYRINGE CS/100/ 415081 (Quantity: 4)

Current Folder:

Destination Folder:
Add New &

ECUM Storeroom

My Favorites
« Shared

» Chemistry

Save Changes

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

PORT_CopyFavorites_ver_21.1
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COPY FAVORITE ITEMS
Last Updated on: 5/19/2021

Allw Search (Alt+Q) Q

@‘ECU MATERIALS MANAGEMENT

b+ Shopping » View Favorites

Favorites 2 ECU Medical Storeroom

Q Search | Import and Export v | Add New [ Display items that are no longer available

11.

1-6 of 6 Results

Expand Al | Collapse All

4 Personal

ALCOHOL PREPS LARGE 200/BOX KENDALL 5110 from ECU Medical Storeroom

ECU Medical Storeroom

My Favorites Part Number

040-21020

4 Shared
» Chemistry

New Lab Stuff

10.

University Favorites

4’ BULK GAUZE N/S 2"X2" 4PLY 200/PK NW2204 from ECU Medical Storeroom

Part Number 020-2:

=2

DERMABOND ADHESIVE TOPICALSKIN 12/BOX J&u DB-12
from ECU Medical Storerocom

Part Number

Santiziing Wipes

FDC2000 DISP CONNECTO SYRINGE CS/100/ 415081
from ECU Medical Storercom

Part Number 180-26660

000USD W Qr

Folder Actions w
Actions for Selected Favorites

150 Per Page

5.22 usp
1/8X
1 Add to Cart

QOut of stock / backordered
(Medical Supplies)
check other locations...

Edit | Move | Copy | Delete

0.65 UsD
1/PK
1 Add to Cart
Out of stock (Med\c-a_i -S@h:ﬂ
check other locations...

Edit | Move | Copy | Delete

370.04 U0
1/BX
4 Add to Cart
In stock (Med\c’glisgﬁaii;s']
check other locations...
Edit | Move | Copy | Delete

58.00 usD

1/Cs
4 Add to Cart

In stock (Medical Supplies)
check other locations...

Edit | Move | Copy | Delete

r

-

o n

u}

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.

PORT_CopyFavorites_ver_21.1
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P EC tarmnnsoasarmn

Simple Advanced

IMPORTANT - ProCard Only Suppliers < §5,000

* ProcCard is the only payment method allowed

* Maximum transaction limit of $5,000

* All ProCard rules still apply

# If you were not a previous Amazon Busing
you will need to add your ProCge#o your profile in

Amazon,
® All Purchasing

ofile - ProCard Payment Method
Clink link for new Return Process procedure - Return

Process

TSM - Banner ID Information
Click the link to verify Banner ID does not exist
(BanneriDSearch)

Request new supplier if it does not exist

ecu-suppliermgmt@ecu.edu or 737-5325

New Contract Information
Customer Guidelines for Shred-it Service

Click on Favorites link.

@ ECU wareniars saracemewr

Shop » Shopping » View Favoriies

Favorites 2
QSearch | Import and Export w | Add New w

Expand All | Collapse All

4 Personal
ECU Medical Storeroom
4 Shared
Chemistry
Dental School
New Lab stuff

v

University Favorites
University Forms

#Ccount user,

apply and NC State contracts should

Click this link to search ECU PORT for suppliers (click here)

Contact ECU Supplier Management with any questions:

DELETE FAVORITE ITEMS

Last Updated on: 5/19/2021

All~

Go to: NON-CATALOG ITEM  Favorites = Forms

@ECU

Medical Supplies

ECU Medical Candidate,
Storeroom COVID Research
Supp... Participant, ..

ProCard ONLY Suppliers for orders < $5,000

amazon

ProCard

Office
DEPOT
ProCard

BIORAD
ProCard

My Favorites

[T Display items that are no longer available
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example, we will be deleting items from the ECU Medical Storeroom folder.
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2. Click on the folder under Personal that contains the item (s) to delete from your favorites. In this



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

@ECU MATERIALS MANAGEMENT All > Q 00o0uUsD W VA ~ 2

Shop » Shopping » View Favoriies

»

|

Favorites ? ECU Medical Storeroom Folder Actians v 2
ro Qsearch | Importand Export w | Add New [ Display items that are no longer available Actions for Selected Favorites -
Expand All Collapse All 1-6 of 6 Results Add to Cart i
= i =
4 Personal Eat o
= ALCOHOL PREPS LARGE-2807BOX KENDALL 5110 from ECU Medical Storeroom Move o
4l My Favorites Laii e 040-21020 Copy
4 Shared Delete
‘% Out of stock / backordered
» Chemistry (Medical Supplies)
ul o1 School check other locations...
ol
New Lab Stuff Edit | Move | Copy | Delete

» University Favorites

Uniersity Foreies BULK GAUZE N/S 2"X2" 4PLY 200/PK NW2204 from ECU Medical Storeroom 0.65U50
Part Number 020-20440 1/PK
1 Add to Cart
Out of stock (Med\c‘é‘i .St]pphei.]
check other locations...
Edit | Move | Copy | Delete
DERMABOND ADHESIVE TOPICALSKIN 12/BOX J8J DB-12 Cra-o o =]
from ECU Medical Storeroom 1/BX
Part Numbe 140-24790 4 Add to Cart

In stock (Med\c‘él Supp\-\esl

Santiziing Wipes
check other locations...

Edit | Move | Copy | Delete

FDCZU0S-BISR CONNECTO SYRINGE CS5/100/ 415081 58.007] =]
from ECU Medical StoreTtme 1/cs
Part Number 180-26660 4 Add to Cart

In stock (Medical Supplies)
eck othgr locations...

Edit | Move | BT Delete

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.

Confirm

Are you sure you want to delete the selected item(s)?

6. Click on the Yes button to confirm deleting the item(s).

PORT_DeleteFavorites_ver_21.1 Page 2 of 3



EIPE ez uampemers

WY » Shopping b View Favorites

Favorites 2

QSearch | Import and Export w | Add New w

Expand Al | Collapse All

4 Personal
ECU Medical Storeroom
My Favorites
4 Shared

» Chemistry
Dental School

New Lab Stuff
University Favorites
University Forms

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

All~ Search (Alt+0) a

ECU Medical Storeroom

[ Display items that are no longer available

ALCOHOL PREPS LARGE 200/BOX KENDALL 5110 from ECU Medical Storeroom

Part Number

BULK GAUZE N/S 2"X2" 4PLY 200/PK NW2204 from ECU Medical Storeroom
Part Number

020-20440

S

LASS CLEANER EACH 620682 from ECU Medical Storeroom

Part Number

235-06050

S

LATEX SURGEONS,ST 7.5 SENSIGRI 50 PAIRS/BOX ANSELPERRY7825
from ECU Medical Storercom

Part Number

5

0.00USD W Q@ K

Folder Actions v

L2

?

Actions for Selected Favorites w

5.22 usD
1/BX
1 Add to Cart
Qut of stock / backordered
(Medical Supplies)
check other locations...

Edit | Move | Copy | Delete

0.65 UsD
1/PK
1 Add to Cart
Out of stock (Medical Supplies)

check other locations...

Edit | Move | Copy | Delete

4.04 Usp
1/EA
1 Addto Cart

In stock (Medical Supplies)

check other locations...

Edit | Move | Copy | Delete

19.52 Usp

1/BX

1 Add to Cart

In stock (Medical Supplies)
check other locations...

Edit | Move | Copy | Delete

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.
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SHOPPING CART — NON-CATALOG ITEM
Last Updated on: 7/20/2021

B B surmus ussiscmmr Al Search (Alt+Q) Q ooousD W QB 'Sy §

simple Advanced Goto: NON-CATALOGITEM | Favorites | Forms | Shop = Quick Order Browse: Categories | Contracts = Chemicals

, suppliers, forms, part number, ete Q

ECU Catalogs ~
IMPORTANT - ProCard Only Suppliers < $5,000
* ProCard is the only payment method allowed )
* Maximum transaction limit of §5,000 ECU Medical Candidate,
 All Procard rules still apply Storeroom COVID Research

Supp... Participant,...
Medical Supplies
* If you were not a previous gofazon Business account user,
you will need to ggePyour ProCard to your profile in
ProCard ONLY Suppliers for orders < $5,000 ~

De utilized whenever possible

 Click on link for pracedure to setup Procard on your amazon Fisher Gt e
profile - Procard payment Method ~— ® % ~Hllice =

ProCard *ProCard *ProCard ProCard *ProCard

Clink link for new Return Process procedure - Return

Process

TSM - Banner ID Information ice vwree &R Fasrenar cRAINGER

3 P ’ DEPOT byt £,
Click the link to verify Banner ID does not exist ProCard ProCard ProCard ProCard ProCard ProCard
(BannerlDSearch)

Click this link to search ECU PORT for suppliers (click here) I

Request new supplier if it does not exist

Contact ECU Supplier Management with any questions: BIORAD
ecu-suppliermgmt@ecu.edu or 737-5325 ProCard ProCard

New Contract Information
Customer Guidelines for Shred-it Service

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.

Hastings Ford Inc

Request New Supplier

ltem

Description * Catalog No. Quantity * Price

254 characters remaining

Additional Details

* Required fields Save And Add Anather

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.

PORT_Non-Catalogltem_ver 21.2 Page 1 of 4



SHOPPING CART — NON-CATALOG ITEM
Last Updated on: 7/20/2021

5 Add Non-Catalog ltem

Hastings Ford Inc Hastings FordInc X

Fulfillment Address > Distribution Methods

ltem

= Catalog No. Quantity * Price UoMm

7 2021 Ford Bronco Car 1 52,945 85 !D EA

rs remaining

Additional Details

* Required fields Save And Add Another

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.

Add Non-Catalog ltem

8 Recently Added

Supplier Name Product Description Catalog No Size — Packaging Unit Price  Quantity

Hastings Ford Inc 2021 Ford Bronco Car EA 52,945.85 USD 1

Existing Supplier

Hastings Ford Inc Hastings Ford Inc

Fulfillment Ad2 > Distribution Methods

Item 1 item has been found containing Mats' in their Catanmy gw all in search results

Description * Catalog No. Quantity *

WeatherTech Floor mats - grey Mats 4

10. 225 characters remaining

Additional Detall

% Required fields Save And Add Another Close

8. Note the 15t 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.

PORT_Non-Catalogltem_ver 21.2 Page 2 of 4
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13.

SHOPPING CART - NON-CATALOG ITEM

@ ECU. marenias manacement

Simple Advan

Last Updated on: 7/20/2021

or

IMPORTANT - ProCard Only Supplie -
ethod allowed
action limit of $5,000

=M Procard rules still apply

® ProCard is the only g
o

# If you were not a previous Amazon Business account user,
you will need to add your ProCard to your profile in

Amazon.

# All Purchasing rules apply and NC State contracts should
be utilized whenever possible

# Click on link for procedure to setup ProCard on your
Profile - ProCard Payment Method

Clink link for new Return Process procedure - Return
Process

TSM - Banner ID Information

Click the link to verify Banner ID does not exist
(BanneriDSearch)

Click this link to search ECU PORT for suppliers (click here)

Request new supplier if it does not exist

Contact ECU Supplier Management with any questions:
ecu-suppliermgmt@ecu.edu or 737-5325

New Contract Information
Customer Guidelines for Shred-it Service

11. The items have been success added to the shopping cart.

12. Click on the shopping cart.

@ECLJ MATERIALS MANAGEMENT

Advanced

Simple

IMPORTANT - ProCard Only Suppliers < §5,000

® proCard is the only payment method allowed

* Maximum transaction limit of $5,000

® All Procard rules still apply

® If you were not a previous Amazon Business account user,

you will need to add your PraCard to your profile in

Amazon.

® All purchasing rules apply and NC State contracts should
be utilized whenever possible

® Click on link for procedure to setup ProCard on your
Profile - ProCard Payment Method

Clink link for new Return Process procedure - Return
Process

TSM - Banner ID Information

Click the link to verify Banner ID does not exist
(BanneriDSearch)

Click this link to search ECU PORT for suppliers (click here)

Request new supplier if it does not exist

‘Contact ECU Supplier Management with any questions:
ecu-suppliermgmt@ecu.edu or 737-5325

New Contract Information
Customer Guidelines for Shred-it Service

13. Click on View My Cart button.

PORT_Non-Catalogltem_ver_21.2

Allr Search (At+Q) __n.' 53265.65UsD W Q| A
Go to: NON-CATALOG ITEM | Favorites | Forms | Shop it - - - - '
@ SUCCESS
Item successfully added to cart
ECU Catalogs v
ECU Medical Candidate,
Storeroom COVID Research
Medical Supplies ep. epants
ProCard ONLY Suppliers for orders < $5,000 v
amazon @it G 2
ProCard *ProCard *ProCard ProCard *ProCard
offise ==
Qftice FasTenar GRAINGER
ProCard ProCard Procard ProCard ProCard ProCard
BIORAD
ProCard ProCard
At~ Search (Alt+Q) Q 5326565UsD W Q| IS
My Cart
Go to: NON-C. racts | Chemicals
WeatherTech Floor mats - grey
Quamiitya 4> View My Cart Q
Price: 319.80 USD
2021 Ford Bronco
Quantity: 1
Price: 52,945.85 USD
ECU Catalogs e g
53,265.65 USD
Evu mcunar r—
@m Storeroom COVID Res:
Medical Supplies o e
v

ProCard ONLY Suppliers for orders < $5,000

amazon

ProCard *ProCard *ProCard

Office
DEPOT

PraCard

ProCard

ProCard

ProCard ProCard

ProCard ProCard ProCard

Page 3 of 4
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SHOPPING CART - NON-CATALOG ITEM

Last Updated on: 7/20/2021

@ECU. MATERIALS MANAGEMENT All » ‘Search (Alt+Q) 5326565USD W @k Fey §
Shopping Cart * 3297103 ~ = ® ™= Proceed To Checkout
Simple Advanced e Commect these issues. ~
You are unable 10 procesd urtil addressed.
produ art num Q
Required: State Exempt
Priority Normal v Business Backup |:| Details ~
1 4 Purpose / Note Required For
- 1o Approvers
Prepared by Bridget Brown poR A Bridget Brown
000 characters remaining
expand | clear Special None x Estimate (53,265.65 USD) ~
Prepared for Bridget Brown Q Instructions
Shippin 0.00
Cart Name 2021-07-20 alphinc 01 it Notesto e
Suppliers Handling 0.00
4 Total 5326565 USD
1000 characters remaining
expand | clear
5 Items 1=
Hastings Ford Inc - 5 Items - 53,265.65 USD
SUPPLIERDETAILS PO Purchase Order 1 : PO Box 1886, Greenville, North Carolina 278351886 United States
Item Catalog No. Size/Packa Unit Price Quantity Ext. Price
ging
1 2021 Ford Bronco Car EA 5294585 1 EA LEE D
52,94585
ITEMDETAILS &
Contract Select price or contract .
2 WeatherTech Floor mats -grey Mats EA 7995 4 EA 319.80 bl D

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

PORT_Non-Catalogltem_ver 21.2 Page 4 of 4



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

BECU snrcrunismanscensan Allw Search (Alt+0) Q ooousp W Q@ | {4 3

2

Simpie Advanced Go to: NON-CATALOG ITEM | Faverites = Forms = Shop = Quick Order Browse: Categories | Contracts | Chemicals

ers, farms, part number, et Q

o &

ECU Catalogs >
o IMPORTANT - ProCard Only Suppliers < $5.000
& ProCard is the only payment method allowed
® Maximum transaction limit of $5,000 ProCard ONLY Suppliers for orders < §5,000 v
n « All ProCard rules still apply
* If you were not a previous Amazon Business account user, you will B
amazon @ G 4
ol need to add your ProCard to your profile in Amazon Frocard ——r - o e S
® All Purchasing rules 2pply and NC State contracts should be
utilized whenever possible
« Click on link for procedure to setup PraCard on your Profile
- ProCard Payment Method 5
Office vWRe eRe FasTEnaL -
DEPOT Atiatid — e —
Qe Return Process procedure - Return Process Pratard ProCard Pracard ProCard ProCand ooy
INges not exist (BannerlDSearch)
Click this link to search ECU PORT foNwgpliers (click here) P rin)
BIORAD A
Request new supplier if it does not exist Procard ProCard

Contact ECU Supplier Management with any question®®
ecu-suppliermgmi@ecu.edu or 737-5325

Computer Supplies v

cn e

Mew Contract Information
Custorner Guidelines for Shred-it Service
Customer Guidelines for Kinston Refrigeration

Materials Management Forms

Scientific / Medical Supplies

Helpful Purchasing links:
« State Term Contracts (Alpha lisitng)

® Materials Management Web Page

® Basic Purchasing Procedures

* Guideto Maten?\sManagmznt @ECU ECU
# Promotional ltems ‘Ghange Order Request
® Contract Delegation of Authority

Forms

&ECU @ECU

ProCard Technalogy
equest

@ECU

Medioal Supplies Specel | g Gode Maintenancs Technology Request

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

%‘:ECU MATERIALS MANAGEMENT Al > Search (Al+Q) Q 0.00USD W QK A2

Shop » Shopping b View Forms
« Back to Shopping Home
Technology Request For... Instructions Request Actions ¥ | History 7

Form Number 567449

Purpose Procurement Request 1 1is form is required to purchase any software, non-standard computers (CPI), hardware, datasets, Internet of Things (loT) for your
Status Iincomplete department regardless of cost. Please use the ProCard form to request to purchase technology on your ProCard. You may need to request
a new supplier if they are not already in the system.

Instructions
Details 4
Suppliers
orm Fields
Technology Type
Line item Information v
Additional Line Items v
Review and Submit

Next >

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

3. Read Instructions and proceed by clicking Suppliers.

PORT Technology Request Form ver 22.2 Page 1 of 14



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

7] '@ G —— A= Search (Alt+Q) a oooUsD W Q| 'y

Shop » Shopping » View Forms

< Back to Shepping Home

Technology Req For... Suppliers Request Adtions w | History | ?

Form Number 567449

Supplier Please select a fulfiliment center below.
Purpose Procurement Request
Status Incomplete
Instructions Search Registered Suppliers
Details 4 Spplics Dell
Suppliers mTEtionship Al C
foery Cicks Zip Code Within | 5 Miles Kl

Technology Type

» Q search
Line Item Information v

Additional Line tems v

Review and Submit

< Previous Next »

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

@ e All~ Search (Alt+0) Q 000USD W 0 Q@ P |
Shop » Shopping » View Forms

« Back to Shopping Home

Technology Request For..  Suppliers

Request Actions v History 7
Form Number 567449

supplier Please select a fulfillment center below.
Purpose Procurement Request
Status Incomplete
> Modify Search
Instructic
Details . 5 e i
dame Doing Business As Fulfillment Centers Action
Suppliers 3,
4 Dell Marketing LP PO Purchase Order 10 Select
Form Fields 9286 Winstead Ave, Raleigh, North Carolina 27920 United
States
Technology Type
PO Piemacg Order 101 Select
Line Item Information v 1285 Greenville Biva Tmmeagle_North Carolina 27858
United States
Additional Line Items v
PO Purchase Order 1: (preferred) Select
Review and Submit

One Dell Way, Bldg RR8, Round Rock, Texas 78682-0384
United States

PO Purchase Order 2 Select
Warranty Parts Direct, 1 Dell Way Bldg RRS, Round Rock,
Texas 78682-0384 United States

PO Purchase Order 3 Select
1242 Greenville Blvd, Greenville, North Carolina 27858
United States

PO Purchase Order 5 Select
1482 Capital Blvd, Greenville, North Carolina 278990 United

States

PO Purchase Order 6 Select

1522 Winstead Ave, Richmond, Virginia 20390 United States

PO Purchase Order 7 Select
451 Main St, Greenville, North Carolina 27858 United States

< Previous Next >

5. Supplier search may result in multiple options. Select the appropriate Supplier and Fulfilment Center.
Note: Verify the correct Fulfilment address with a representative from the supplier.

PORT Technology Request Form ver 22.2 Page 2 of 14



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

@ECU S All - 5 Q 0o00UsSD W (vl L2 B

Shop » Shopping b View Forms
< Back to Shopping Home

Technology Request For..  Suppliers

Request Actions w  History 2
Form Number 567449

Furpose Procurement Request
Status Incomplete

Supplier Dell Marketing LP

PO Purchase Order 1: One Dell Way, Bldg RR8, Round Rock, Texas

78682-0384 United States

Instructions > Modify Search

Suppliers «  Supplier Name Doing Business As Fulfiliment Centers Action

Form Fields ) Dell Marketing L

PO Purchase Order 10 Select
9286 Winstead Ave, Raleigh, North Carolina 27920
United States

Technology Type

Mhne Item Information
e PO Purchase Order 101 Select

Additional Line items v 1285 Greenville Blvd, Greenville, North Carolina 27858
United States
Review and Submit
PO Purchase Order 1: (preferred) + Selected
One Dell way, Bldg RR8, Round Rock, Texas
78682-0384 United States

PQ Purchase Order 2 Select

‘Warranty Parts Direct, 1 Dell Way Bldg RRS, Round
Rock Texas 78682-0384 United States

PO Purchase Order 3 Select
1242 Greenville Blvd, Greenville, North Carolina 27858
United States

PO Purchase Order 5 Select
1482 Capital Blvd, Greenville, North Carolina 275990
United States

PO Purchase Order 6 Select
1522 Winstead Ave, Richmond, Virginia 20390 United
States

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.

»

BECU o wmiain Al Search (k) a ooousD W (VIS =4
Shop » Shopping b View Forms

« Back to Shopping Home

L |

Technology Request For_  Form Fields - Technology Type Regueat Actions w | Histoy 2
Form Number 693276
Purpose Procurement Request 7 Response Is Required
Q Status Incomplete
Technology Determination

- Instructions

AL
Details L d This Technology Request form is required for the procurement of software, non-standard computers (CPI), hardware,

* _ . datasets, and Internet of Things (loT). This form has evolved to be more inclusive to capture other sorts of technology
Suppilers 7 other than software. By changing the name to ‘Technology Request Form' our goal is to help users across campus
P realize that the purchase request review process does not only involve software but other forms of technology. The
Form Fields A 2 A f fofs ndi

options for the Technology and their respective definitions are indicated below:
Technology Type A - Software - new software, license, or renewals (Does not contain hardware components)
Line Item Infor v » Computer (Non-CPI) - desktop, laptop, or windows tablet
= Hardware - equipment with software
Additional Line ftems v = Hardware Only - servers, network switches, printers

= Datasets - collection of data for research

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

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

The following link provides a listing of items that do not require Technology Request or ProCard Technology Request forms:
T E ion List

Type of Technology Request *

Description - Please briefly describe this technology and why itis being purchased. *

A
2000 characters remaining

< Previous Save Progress Next »

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.

PORT Technology Request Form ver 22.2 Page 3 of 14



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

IR urmiimsacse Alv Search (4h+Q) Q 000USD W @ W S §
Shop b Shopping b View Forms

€ Backto Shopping Home

Technology Request For—.  Form Fields - Technology Type
Form Number 693276

Request Actions w | History 2

Purpose Procurement Request % Response Is Required
Status Incomplete

Technology Determination
Instructions

This Technology Request form is required for the procurement of software, non-standard computers (CPI), hardware,
datasets, and Intemet of Things (loT). This form has evolved to be more inclusive to capture other sorts of technology
other than software. By changing the name to ‘Technology Request Form’ our goal is to help users across campus
realize that the purchase request review process does not only involve software but other forms of technology. The
options for the Technology and their respective definitions are indicated below:

« Software - new software, license, or renewals (Does not contain hardware components)

« Computer (Non-CPI) - desktop, laptop, or windows tablet

« Hardware - equipment with software

« Hardware Only - servers, network switches, printers

« Datasets - collection of data for research

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

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

AR S Y

Line item Information
Additional Line ltems

Review and Submit

Type of Technology Request *

> Software

Description - Please briefly describe this technology and why it is being purchased. *

Need the software to create
4’ pdf documents for bids and

creating procedures.

Y

1925 characters remaining

¢ Previous SaveProgress | Nexty

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.

) 7@ G —

All - Search (A1t+Q) Q 000USD W @ K 'y 3
Shop b Shopping b View Forms
« Back to Snopping Home

Technology Request For_.  Form Fields - Technology Type
Form Number 693276

Request Astions ¥ History | 2

Franee Ptharement Regpeat “ Response Is Required
Status Incomplete
Technology Determination
Instructions
Details L4 This Technology Request form is required for the procurement of software, non-standard computers (CPI), hardware,
- . datasets, and Intemnet of Things (loT). This form has evolved to be more inclusive to capture other sorts of technology
Stppisets o other than software. By changing the name to ‘Technology Request Form' our goal is to help users across campus
o realize that the purchase request review process does not only involve software but other forms of technology. The
orm Fields A : = o
options for the Technology and their respective definitions are indicated below:
Tecimolagy Tyne o « Software - new software, license, or renewals (Does not contain hardware components)
Questions A + Computer (Non-CPI) - desktop, laptop, or windows tablet
« Hardware - equipment with software
Line Item Information v « Hardware Only - servers, network switches, printers
« Datasets - collection of data for research
Additional Line [tems v

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

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

The following link provides a listing of items that do not require Technology Request or ProCard Technelogy Request forms:
= = =
gy List

Type of Technology Request *

Software -

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 (loT) will display this
Question section of the form. This is required to answer software related questions for these types of
technology. Selecting Computer (Non-CPl), Hardware Only, or Services will not display the

Question section of this form. If you select Computer (Non-CPl), there will be additional questions
within the Technology Type section.

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

PORT Technology Request Form ver 22.2 Page 4 of 14



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

BECU  waresinss masacmmr All » Search (Alt+Q) a 000USD W Ve ey

»

Shop b Shopping b View Forma

« Back to Shopping Home

15. % Reaues s iy 2
Form Number 693276
Purpose Procurement Request *} % Response Is Required
9 Status Incomplete
Software Questions
m Instructions
= Please answer all questi 1o the best of your
1 6 Details v « ITCS will review your purchase and either approve or request more information from you.
= v Approximately how many people will use the software? (A re-evaluation of the software may be needed as the number of users increases)* @
e Form Fields
5 1199w
Technology Type 4
il Questions A
Who will use the product? (Check all that apply) *
: [ Enterprise (all fact its) F [ Students "I Departmental Use
Additional Line items v =
General Public
Review and Submit
Is this purchase for an academic course? *
® Yes - No
Enter the course ID/name. *
“' ACCT 2245
Where will the software data reside? * @
ECU (on a local university server/computer)
® Vendor (on an external (outside of ECU) server/computer, cloud based)

‘> Will this use an email service? *

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.

PORT Technology Request Form ver 22.2 Page 5 of 14



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

BECU  siaesuass manacesenr All - Search (Alt+0) Q 000USD W (VIS ~ 1

»

Shop b Shopping b View Forms
Will this application use an email service? *

O Yes ® No

W oI

20.

Does this product have a Canvas LMS Integration?

) Yes @ No

21.

22.

23.

24.

25.

26.

& B

Data Use Identification - Classify the type of sensitive data this system will use (see definitions below).

o

Student Financial Aid (GLBA). Information obtained from students when offering financial aid products and services like loans or financial advice.

Financial Cash Management (Financial Services). Information regarding how monies will be deposited from a supplier to the University.

1l

Protected Health Information (HIPAA). Any information about health status, provision of health care, or payment for health care that is created by a Coverad Entity (or
Business Associate of a Covered Entity) and can be linked to a specific individual or the information can be used to identify an individual. Information can be in any
form - oral, written, or electronic - and may reference past, present, or future (1) physical or mental health conditions or (2) financial information for health care.

Academic (FERPA}. Records, files, documents, and other materials containing educational information, PII, or directory information of students maintained by the
university or by a person/entity for the university.

Credit Card Numbers (PCI). Any data relating to credit card payments or the storage, processing, or transmission of cardholder data and/or sensitive data. Cardholder
data consists of the full primary account number (PAN) and may also appear in the form of the full PAN plus any of the following - cardholder name, expiration date,
and/or service code.

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

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

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

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

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.

P Ml BECU sinreasmss masncmamer Al ~ Search (Alt+Q) a ocousp W @ |n -~ 2
Shop b Shopping b View Forme
E Select appropriate option(s) for data-*
ﬁ ‘_> No Sensitive Data | Credit Card Numbers (PCI) (1 Student Financial Aid ) Financial Cash Management (Financial
(GLBA) Services)

o | Human Research Subjects [ Protected Health Information (HIPPA) () SSN/PII (ITPC) ) Academic (FERPA)
= (IRE)

1 Employment (HR) ] General Data Protection Regulation ) Internal Data
AL (GDPR)

Sensitive data - "Information that if disclosed without rizati id hs on i assets or i f

¥

Data Identification Compiiance: | hereby certify that the information provided in this request is true and accurate. | understand that it is my respansibility to determine if
sensitive data is either transmitted or Stored within the proposed system. *

E

| certify this is comect

Is this a request to renew an existing technology purchasel? *

Yes @ No

Microsoft Azure SSO (Single Sign On) — Will this technalogy use ECU Credentials? *

® ves O No

27.

that any i are included in this product 1o ensure support of Microsoft Azure SSO.

28.

Microsoft Azure MFA (Muiti-Factor Authentication) — Does this technology support the use of Microsoft Azure MFA. (Multi-factor authentication is when & user must
provide two or more pieces of evidence 1o verify their identity 1o gain access ta an app or digital resource ) *

@ ves No
Please ensure Thal = alE, jpluded in this product fo ensure support of Microsoft Azure MFA.

< Previous W Next >

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

BECU surssuais uanacesizr Al > Search (Alt+0) Q 000USD W @ K ey

Shop b Shopping b View Forme

»

« Back to Shopping Home

Technology Request For_

Form Fields - ADA Compliance Request Actions w | History 2

- |

Form Number 693276
Purpose
Status

% Response Is Required

0

Instructions
To avoid delays in processing, please read all instructions carefully
~ Accessibility Section
Suppliers v
Form Fields A Accessibility Section
Techroomy Type - Response Is Required. To avoid delays in processing, please read all instructions carefully.
Questians < What is IT Accessibility? - East Carolina University is committed to providing accessible technology and educational
resources. For compliance and purchasing, ECU followsyghe Section 508 Standards - Software Applications and Operating
ADA Compliance A Systems.
Line fo - >
Additional Line ttems v

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.

BECU snrsamsmansceusir Al a  ooousp W QK AR

Shog b Shopping b View Forms

Accessibility Section

Response Is Required. To avoid delays in processing, please read all instructions carefully.

Form Fields

Technology Type

Questions What is IT Accessibility? - East Carolina University is committed to providing accessible technology and educational
resources. For compliance and purchasing, ECU follows the Section 508 Standards - Software Applications and Operating
ADA Compliance Systems.

Line ttem Infermation

LN SR S

To ensure Section 508 compliance and accessibiny - 3 specific details related to each option:
1. There is a VPAT or vendor affirmation that demonstrates how the software meets Section 508 requirement; VPAT (Voluntary Product Accessibility

TEleﬂtS) for more information.

avendor-generated statement that provides relevant information on how a vendor's product or service claims to conform to the Section 508 Standards.
Id provide this information to you in either a document or a URL. Piease provide copy of VPAT if you have received a copy from the vendor. (upload

and continue pt aL

2. The software qualifies for one OTgllowing exceptions: Back Office, Technical and Programmatic Standards, or Assistive Technology (Software Accessibility
Exemption and Exceptions ).

These exceptions do not require an Equally Effective Alternativeeeggs Plan for an accommodation.

3. The software qualifies for a Commercially Unavailable exception or Fundaments
Exceptions), or the software does not meet Section 508 requirements.

kggation (these exceptions are rare — Software Accessibility Exemption and

In this instance, an Equally Effective Alternative Access Plan is required for any inaccessible portions of the P
By making this selection, an IT Accessibility Consultant will be notifled to contact you to assist with the creatior®®

and must be approved by the ADA Coordinator
BN Equally Effective Alternative Access Plan

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

elect one option that appiies to your purchase: *

! 1. There is a VPAT or vendor demonstrates that software meets Section 508 or vendor affirmation
2 Software qualifies for one of the exceptions identified above.

) 3. Commercially Unavailable or Fundamental Afteration or does nat meet Section 508 requirement,

4 Not sure and need to consult with IT Accessibility Consuftant.
) 5. VPAT was submitted previously and the purchaser has confirmed fio changes to the VPAT.

« Previous ‘Save Progress Next »

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

Select one option that applies to your purchase: *

@ 1. Thereis a VPAT or vendor demonsrates that software meets Section 508 or vendor affirmation...
O.g; q for one of identified above.

O3 L il Alteration or does not meet Section 508 requirement.
© 4. Not sure and need to consult with IT Accessibility Consultant.

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

32 *Imporiant Note:
If have a URL to a VPAT, you will need to use Chrome browser to convert that URL to a PDF in order to upload. Here's a link with instructions on how to accomplish:
Ittpr//www ecu.ed T D Page_to_PDF.pdf
ADA Compliance: Piease provide the VPAT (Voluntary Product Accessibility Template) of vendor affirmation that Section 508 See
for definition of VPAT. *
No File Al Upload

33.

« Previous Save Progress: Next »

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.

| et vpaT Sample

Browse.... | No file selected.

Masimum upload file size: 25,0 M8

34.

34. Name your upload appropriately and click Browse to find your file.
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TECHNOLOGY REQUEST FORM
Last Updated on: 6/29/2022

@ File Upload
« 4 [ » ThisPC » Desktop » VPATS 2 Search VPATS

= @M @

Status Date modified Type Size

Dell VPAT (] 4/13/2022 3:44 PM Adabe Acrobat ...

B Videos
e 05(C)
= BOULINEAUC Pi

35 = MaterialsManag

= MaterialsManan ¥

35. Browse to select the file and click Open.

Upload

*
Title Dell VPAT Sample

File™ | Browse | Dell VPAT pdf
Maximum upload file size: 25.0 MB

* Raquired

36.

36. Click Save Changes button to upload the file.
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TECHNOLOGY REQUEST FORM
Last Updated on: 6/29/2022

Select one option that applies to your purchase: *

@ 1_There is a VPAT or vendor demonstrates that software meets Section 508 or vender affirmation.
! 2. Software qualifies for one of th identified above.
) 3. Commercially Unavailable or Fundamental Alteration or does not meet Section 508 requirement
} 4. Not sure and need to consult with IT Accessibility Consultant.

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

“*Important Note:

If have a URL to a VPAT, you will need to use Chrome browser to convert that URL to a PDF in order to upload. Here's a link with instructions on how to accomplish

37.

hitp.//www. ecu.edu/cs-admin/purchasing/port/upload/Web_Page_to_PDF.pdf

ADA Compliance: Please provide the Juntary Product Accessibility Template) or vendor affirmation that demonstrates Section 508 compliance. See instructions
for definition of VPAT. *

& Dell VPAT Sample  Upload - ~

< Previous Save Progress. Next »

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.

@EC‘U MATERIALS MANAGEMENT All = Search (Al+Q) Q 0.00USD W LIS ey §

geng b View Forms

2. The software gualifies for one of the following exceptions: Back Office, Technical and Programmatic Standards, or Assistive Technology (Software Accessibility
Exemption and Exceptions ).

[ These exceptions do not require an Equally Effective Afternative Access Plan for an accommodation.

3. The software qualifies for a il ption of F Alteration (the ions are rare — Software Accessibility Exemption and
Exceptions), or the software does not meet Section 508 requirements.

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

4. ifyou are not sure, need assistance, or the saftware you are purchasing will be used Enterprise-wide, we recommeand you consult with the IT Accessibility
Consultant. By making this selection, an IT Accessibility Consultant will be nofified to contact you to assist with an IT accessibility review of the software. IT
Accessibility Consultation.

Select one option that applies to your purchase: *

0 1. There is & VPAT or vendor demonstrates that software meets Section 508 or vendor affirmation
® 2 Softy qualifies for one of thy ions identified above.

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

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

Select the exception for which the software qualifies *

- Back Office

- Programmatic and Technical Academic Standards
") Assistive Technology
") Work Productivity

Enter justification for exception: *

2000 chara:

« Previous SaveProgiess | Next

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

Select one option that applies to your purchase: ™

© 1. There is a VPAT or vendor demonstrates that software meets Section 508 er vendor affirmation
® 2 Software qualifies for one of the exceptions identified above.

3. Commercially Unavailable or Fundamental Alteration or does not meet Section 508 requirement.
© 4. Not sure and need to consult with IT Accessibiiity Consultant.

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

40.

Select the exception for which the software qualifies *

® Back Office
O Programmatic and Technical Academic Standards
O Assistive Technology

Work Productivity

nter justification for exception: ™

This software qualifies for
exception dueta ...

41.

A

characters remaining

< Previous Save Next »

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).

To ensure Section 508 compliance and accessibility to all users, the following outlines specific details related to each option

1. There is 8 VPAT or vendor affirmation that demonstrates how the software mests Section 508 requirements. Visit VPAT (Voluntary Product Accessibility
Template) for more information.

AVPAT is & vendor-generated statement that provides relevant information on how a vendors product of service ciaims to conform to the Section 508 Standards.
The vendor should provide this information to you in either a document or a URL. Please provide copy of VPAT if you have received a copy from the vendor. (upload
and continue purchase process)

2 The software qualifies for one of the following exceptions; Back Office, Technical and Programmatic Standards, or Assistive Technology (Software Accessibiity
Exemption and Exceptions ).

These exceptions do not require an Equally Effective Altemative Access Plan for an accommodation.

3. The software qualifies for a Commercially Unavailable exception or Fundamental Alteration (‘HQSEE exceptions are rare — Software Accessibility Exemption and
Exceptions), or the software does not meet Section 508 requirements.

In this instance, an Equally Effective Alternative Access Pian is required for any inaccessible portiens of the product and must be approved by the ADA Coordinator.

By making this selection, an IT Accessibility Consultant will be notified to contact you to assist with the creation of an Equally Effective Alternative Access Plan.
42 . 4. if you are not sure, need assistance, or the software you are purchasing will be used Enterprise-wide, we recommend you consult with the IT Accessibility
Consultant. By making this selection, an IT Accessibility Censultant will be notified to contact you to assist with an IT accessibility review of the software. IT

Accessibility Consultation.

Sefect one option that applies to your purchase: *

43.

- 1. There is a VPAT or vendor demonstrates that software meets Section 508 or vendor affimnation

O 2 Software qualifies for one of the exceptions identified above.

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

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

Is there an applicable Exception? (see above list of examples and continue with ing process). An T A ibility Consultant will contact you. *

@i Commercially Unavailable
- Fundamental Alteration

44. iges 0ot @ Section 508 requirement

« Previous

PmL]—'E. Next »

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).
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45.

46.

48.

47.

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

ind Submit
To ensure Section 508 compliance and accessibility to all users, the following outlines specific details related to each option:

1. There is a VPAT or vendor ion that how the softv ets Section 508 Visit VPAT (Voluntary Product Accessibility
Template) for more information.

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

2. The software qualifies for one of the following exceptions: Back Office, Technical and Programmatic Standards, or Assistive Technology (Software Accessibility
Exemption and Exceptions ).

These exceptions do not require an Equally Effective Alternative Access Plan for an accommodation.

3. The software qualifies for a C il exception or Fi Alteration (th rare — Software it Exemption and
Exceptions), or the software does not meet Section 508 requirements.

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

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

Select ane option that applies to your purchase: *

= 1. There is a VPAT or vendor demonstrates that software meets Section 508 or vendor affirmation
2. Software qualifies for one of the exceptions identified above.
' 3. Commercially Unavailable or Fundamental Alfteration or does not meet Section 508 requirement.
8 4. Not sure and need to consuit with IT Accessibility Consultant.
7 5. VPAT was submitted previously and the purchaser has confirmed no changes to the VPAT.

< Previous

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).

BECU  siaresuas masnacemesr Ale Search (Alt+Q) Q 000USD W

Shop b Shopping b View Forma

Talbaogy Ties Response Is Required. To avoid delays in processing, please read all instructions carefully.

What is IT Accessibility? - East Carolina University is committed to providing accessible technology and educational
resources. For compliance and purchasing, ECU follows the Section 508 Standards - Software Applications and Operating
Systems.

Questions
ADA Compliance

Line ltem Information

L TN I T S

Additional Line ltems

Review and Submit
= To ensure Section 508 compliance and accessibility o all users, the following outlines specific details related to each option:

1. There is a VPAT or vendor affirmation that demonstrates how the softy ets Section 508 Visit WPAT (Voluntary Product Accessibility
Template) for mora information.

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

2. The softwara qualifies for one of the fallowing exceptions: Back Office, Technical and F Standards, or Assistive Technology (Software Accessibility
Exemption and Exceptions ).

These exceptions do not require an Equally Effective Alternative Access Plan for an accommodation.

3. The software qualifies for a C: Ut ilabl pii Fi Alteration (these exceptions are rare — Software Accessibility Exemption and
Exceptions), or the software does not meet Section 508 requirements.

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

4. 1f you are not sure, need assistance, or the software you are purchasing will be used Enterprise-wide, we recommend you consult with the IT Accessibility
Consultant. By making this selection, an IT Accessibility Consultant will be nofified to contact you to assist with an IT accessibility review of the software. IT
Accessibility Consuftation.

Select one option that applies to your purchase: *

) 1. There is a VPAT or vendor demonstrates that software meets SectiolTsa&gr vendor affirmation
02 q for one of thy identified above.
) 3. Commercially Unavailable or Fundamental Afteration or does not meet Section 508 require?
' 4. Not sure and need to consult with IT Accessibility Consultant.
8 5 VPAT was submitted previously and the purchaser has confirmed no changes to the VPAT.

< Previous Save Progress Next »

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.

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

y -
%E(..U MATERIALS MANAGEMENT Al

»

Search (Alt+Q) Q 00ousD W Q@ o §

Shop b Shapping » View Forms

49_ BB« c-cicto snopping Home
- Technology Request For..  Form Fields - Line ltem Information Request Actions w | History 2
N
& 693276
o Instructions
=
« Please fill out ALL fields for each individual line item
- Instructions glease include product name and version number or your order could be defayed.
Ll &jgn input here will appear on your requisition.
Details . meional items on the next page.
. line items you may add more than one Software Form to your cart.
* Suppliers
= Form Fields v
&
Technology Type e
'I'Il'l Questions
50 i v Unit Price 129595 USD  qQuantity 1 Total 0.00 USD
Y lntofMeaswe  EA-Each
v
. Sample software
»  Desciption
V
985 characters remaining
CatdogHo, 4353546E-4544147
51 ltem2

Unit Price USD  quantity Total 0.00 UsD

Description

1000 charzcters remaining

Catalog No.

< Previous Next »

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

»

BECT s immisan All~ Search (Alt+Q) Q coousD W QK A B

Shop b Shopping b View Forms

< Back to Shopping Home

- B

Technology Request For—.  Review and Submit Request Actions w  History 7
Form Number 693276
° Purpose Procurement Requeg « Required Fields Compiete
4 Status Incomplete
Section Progress
- Instructions
un Details +  Required Fields Complete
Details v
a Suppliers +  Required Fields Complete
3 el g
Form Fields s Required Fields Compiete
v Form Fields v
el
Technology Type '
Al Questions v
QA Compliance 4
Line Item Tweggtion v
Additional Line ftems L

Review and Submit
< Previous Add to Eguad AddandgotoCant

Add and go to Gart
Save to Cart and Add Ancther

Addto Cart and Return

4> Add'to new Cart

Agd to Draft Cart or Pending PR/PO
Add ta PO Revision

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

a® BECU sarsmunss msncsmer all~ Search (Alt+0) 129505UsD W @ | P
! Shopping Cart * Shopping Cart ~ ® & Assign Cart Proceed To Checkout
ﬁ Simpie Advanced © Comectiheseissues. ~
You are unable to proceed until addressed.
Q o h =
o Required: State Exempt
-
oy Briority Details v
a Normal v U For
Bridget Brown
Prepared by 4 pecial Instructior
Bridget Brown B e Estimate (1,295.95 USD) ~
1000 s remainin expand | clear N
one v
Subtotal * 1,295.95
State Exempt
Shipping 0.00
Q Note: upplies
* Handling 0.00
© Requirzd Total * 1,295.95
expand | clasr
1 Hem Imie
Dell Marketing LP - 1 item - 1,295.95 USD e
SUPPLIERDETAILS PO Purchase Order 1 : One Dell Way, Bldg ARG, R... ~
Catalog No. Size/Packaging Unit Price Quantity Ext. Price
{7 Technology Request Form - 7/2022 O
Contract Select price or contract...
Sample software 4353546E-45 EA 1,295.95 aty:1 129595
Procuremant Request: Technalogy Request Form - 7/2022 24147

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

Pl GECU swrmuesmvonmir Alw Search (A1) coousp W | @ R O
'! Simple Advanced ): NON-CATALOG [TEM | Favorites | Forms | Shop | Quick Order Categories = Contracts | Chemicals
“ arch oducts, supplies part number, etc. (3]
A
e
1 IMPORTANT UPDATE ECU Catalogs >

1,2 Release (7/26/2021) New PORT Training Manual
% ) - Procard ONLY Suppliers for orders < $5,000

Ty
&

v
Clink link for new Return PTOmssegigcedure - Return Process
Click ink for Lowe's Quick Order tips - Lowe's Tips smagontzsiess cow (]~ @i L
Pracard “ProCard sprocard Procard *FroCard “rocard
CIMNok for - Answer Guide to Technology Request Form
Click link fNJechnology Request Exemption List
Click link for TechnWgy Request Form procedure - Technalogy - Fasrenal [ —
Request Form ProCard ProCard FroCard Seagard ProCard BroCard
IMPORTANT
« ProCard is the only payment metNg allowed
+ Maximum transaction limit of $5,000
» All ProCard rules still 3
ey
« If you were not a previous Amazon Business accOWgt user, you ProCard ProCard
will need to add your ProCard ta your profile in Amazon
+ All Purchasing rules apply and NC State contracts should be
utilized whenever possible
« Click on link for procedure to setup ProCard on your Profile - Computer Supplies v
ProCard Payment Method
TSM - Banner ID Information “ m m
Click the link to verify Banner ID does not exist (BannerlDSearch)
Click this link to search ECUJ PORT for suppliers (click here)
Request a new supplier i it does not exist
Scientific / Medical Suppl} 3
Contact ECU Supplier Management with any questions:
ecu-suppliermgmt@ecu.edu or 737-5325 — -
New Contract Information
iy k) iy
Customer Guidelines for Kinston Refrigeration YECU SECU WECU @ECU WECU
Customer Guidelines for Shred-It Change Qrder Request  Medioal Supplies Special || ProCad Technology | gy, Gode Mairwenance | Techrology Request

Customer Guidelines for Unifirst {Linen and Laundry Services
Contract)

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

»

SECU suresoass manaczusr all > Search (Aft+Q) Q 000USD W (V'S e |
Shop b Shopping b View Forma
< Back to Shopping Home

ProCard Technology Req.-.  Instructions

S

Request Actions w  History 2
Form Number 693876

Purpose Procurement Request  This form is required to purchase any software, non-standard computers (Non-CP1}, hardware, datasets, Internet of Things (loT), Services
2 g Status Incomplete for your department regardless of cost. Please use the ProCard form to request to purchase technelogy within your ProCard transaction
. limit.
- Instructions
FiTg
Details
3 * Suppliers
Form PR

Technology Type
Line ltem Information

Additional Line tems

4 S BB LS

Review and Submit

Next »

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.
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« Back to Shopping Home

ﬁ ProCard Technology Req-—. petails Fiequest Actions w | Hisory | 2
Form Number 693876
o Purpose Procurement Request __Formhame 2, ProCard Technology Request Form - 7/2022
— it EOMpICtE
Purpose Procurement Request
- Instructions
AL Template Title ProCard Technology Request Form - 7/2022
Details v
* Form Type Purchase Request
Suppliers v
— Currency UshD v
Form Fields

=

Technology Type

E

Line Item Information

S S BIP

Additional Line items
Review and Submit

% Required « Previous Save Progress Next »

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

BWECU sureuns maacemne Al - Search (Alt+Q) Q 0o0oUSD W P ey §
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ProCard Technology Req—  Suppliers Request Actions w  History | 2

Form Number 693876
Purpose Procurement Request  Supplier
Status Iincomplete

ECU Materials Management
PO 1: 200 E 1st St, Greenville, North Carolina 27858-4353 United
States

o N W B

Instructions

Supplier Name Doing Business As  Fulfiliment Centers Additional Supplier Distribution Data Action

Details

E B

Suppliers 24 Ecu Materials Management PO 1: (preferred) ¥ Selected
200 E 1st St, Greenville, North Carolina
Form Fields 27858-4353 United States

Technology Type

Line Item Information

L AR

Additional Line ltems

Review and Submit

€ Previous Next »

6. ECU Materials Management is the default supplier for the ProCard Technology Request. Note: This
is due to the fact that not all ProCard Suppliers exist in Banner/PORT. Click Technology Type to
proceed.
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PROCARD TECHNOLOGY REQUEST FORM
Last Updated on: 6/30/2022
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ProCard Technology Req—  Form Fields - Technology Type
Form Number 693876

Request Actions w | History | 2

Purpose Procurement Request % Response Is Required
Status Incomplete

Technology Determination
Instructions
Details v This Technology Request form is required for the procurement of software, non-standard computers (Non-GPI), hardware,
~ : datasets, Internet of Things (loT), and Services. This form has evolved to be more inclusive to capture other sorts of
Sipplices v technology other than software. By changing the name to ‘Technology Request Form' our goal is to help users across
Foern Hlakie ¥y, campus realize that the purchase request review process does not only involve software but other forms of technology.

The options for the Technology and their respective definitions are indicated below:

- Software - new software, license, or renewals (Does not contain hardware components)

Line ltem Information v « Computer (CPI) - desktop, laptop, or windows tablet
« Hardware - equipment with software
ditieyJne Items v « Hardware Only - servers, network switches, printers
« Datasets - collection of data for research
Review and it

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

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

The following link provides a listing of items that do not require Technology Request or ProCard Technology Request forms:
Technol R, E o Lt

Type of Technology Request *

Description - Please briefly describe this technology and why it is being purchased. *

2000 charasters remaining

« Previous SaveProgress | | Next

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.
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ProCard Technology Req.. Form Fields - Technology Type

Request Actions v | History 2

“  Response Is Required

Technology Determination

This Technology Request form is required for the procurement of software, non-standard computers (Non-CPl), hardware,
datasets, Internet of Things (loT), and Services. This form has evolved to be more inclusive to capture other sorts of
technology other than software. By changing the name to "Technology Request Form' our goal is to help users across
campus realize that the purchase request review process does not only involve software but other forms of technology.
The options for the Technology and their respective definitions are indicated below:

Suppliers

Form Fields

Technology Type . Software - new software, license, or renewals (Does not contain hardware components)
Line ltem Information Computer (CPI) - desktop, laptop, or windows tablet

Hardware - equipment with software
Additional Line ltems

Review and Submit
« Services - servicdRdesigned to facilitate the use of technology by the university enterprise and/or end users.

The following link provides a ing of items that do not require Technelogy Reguest or ProCard Technology Request forms:
Technology Request ExempPsign List

Type of Technology Request *

Software

Description - Please briefly describe this technology and why it is being purchased. *

Need this software to create
Bdf documents for bids and
creating procedures,

.

1924 cnaracters remaining

< Previous Save Progress Next »

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.
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PROCARD TECHNOLOGY REQUEST FORM
Last Updated on: 6/30/2022
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ProCard Technology Req—.  Form Fields - Technology Type  Reoues Actions

Request Actions w | History 7
Form Number 693876
Purpose Procurement Request “H Response Is Required
Status Incomplete
Technology Determination

Instructions

Ded

This Technology Request form is required for the procurement of software, non-standard computers (Non-CPI), hardware,
datasets, Internet of Things (loT), and Services. This form has evolved to be more inclusive to capture other sorts of
technology other than software. By changing the name to ‘Technology Request Form' our goal is to help users across
campus realize that the purchase request review process does not only involve software but other forms of technology.
The options for the Technology and their respective definitions are indicated below:

Suppliers
Form Fields

Tecimology Type « Software - new software, license, or renewals (Does not contain hardware components)

« Computer (CPI) - desktop, laptop, or windows tablet

« Hardware - equipment with software

« Hardware Only - servers, network switches, printers

- Datasets - collection of data for research

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

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

Questions

Line item Information

LR S R G SR 8

Additional Line items

The following link provides a listing of items that do not require Technology Request or ProCard Technology Request forms:
Technol R E

ion List

Type of Technoiogy Request *

Software v

The Software technology is a conditional question that now displays Question section that is specific to
software. Note: Selecting Software, Hardware, Datasets, or Internet of Things (loT) will display this
Questions section of the form. This is required to answer software related questions for these types of
technology. Selecting Computer (Non-CPI), Hardware Only, or Services will not display Questions

section of this form. If you select Computer (Non-CPI), there will be additional questions within
Technology Type section.

You can click on Questions section or Next button.

BECU suresinismanaoeuer

Shop b Shopping b View Forms

~
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ProCard Technology Req_.  Form Fields - Questions

Request Actions w  History | 2

17.

15.

16.

Form Number 653878 .
Procurement . ] L
Purpose Request On This Page — Response Is Required
Status incompiete
2 Software Questions (20)
ity El 1.2 Supplier Question (5)
wm
Details o =
n e >
il v =+ Please answer all questions to the best of your
i + ITCS will review your purchase and either approve or request more information from you.
= Form Fields '
Technology Type v Cardholder Name (If different than user submitting form request}
Al Questions A Bridget Brawn
Line Item Information ¢
Additional Ligaer®hs - 4
987 characters remaining
Re ind Submit

14.

15.
16.

17.

Name of Vendor software is to be purchased from? *

’ Digital Informaticn Services
LS

1968 characters remaining

Approximately how many people will use the software? (A re-evaluation of the software may be needed as the numbes of users increases)* @

»
P 1199

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.

Enter Cardholder Name (if different than user submitting form request) and Name of Vendor.
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).

Scroll down the page to continue answer remaining questions.
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PROCARD TECHNOLOGY REQUEST FORM
Last Updated on: 6/30/2022

@ECU MATERIALS MAMAGEMENT All - Search (Alt+Q) Q 000USD W (valTS ey 3
Shop b Shopping b View Forms

Who will use the product? (Check all that apply) *

¥ [ Enterprise (all Taculty/staff/students) [_] Faculty/Staff | Students [} Departmental Use

~I General Public

19.

Is this purchase for an academic course? *

1 -
P> ® Yes - No

Enter the course ID/name. *

ENG 1125

haracters remaining

20.

Where will the software data reside?* @

' ECU (on a local university server/computer)
@ Vendor (on an external (outside of ECU) Server/computer, cloud based)

21.

v

Will this application use an email service? *

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.

ETECNT s siasaimimin: All~ Search (Alt+Q) a 000USD W (VNS P §
Shop b Shopping b View Forms

Does this product have a Canvas LMS Integration? *

Yes @ No

22,

23.

Data Use Identification - Classify the type of sensitive data this system will use {see definitions belows).
Student Financial Aid (GLBA). Information obtained from students when offering financial aid products and services like loans or financial advice.
Financial Cash Management (Financial Services). Information regarding how monies will be deposited from a supplier to the University.

Protected Health Information (HIPAA). Any information about health status, provision of health care, or payment for health care that is created by a Covered Entity (or
Business Associate of a Covered Entity) and can be linked 10 a specific individual or the information can be used to identify an individual. Information can be in any
form - oral, written, or electronic - and may reference past, present, or future (1) physical or mental health conditions or (2) financial information for health care.

Academic (FERPA). Records, files, documents, and other materials containing i PIl, or directory i of students maintained by the
university or by a person/entity for the university.

Credit Card Numbers (PCI). Any data relating to credit card payments or the Storage, processing, or ission of data and/or sensitive data. Cardholder
data consists of the full primary account number (PAN) and may also appear in the form of the full PAN plus any of the following - cardholder name, expiration date,
and/or service code.

Human Subject Research (IRB). HUMan subject research data can be either medical (clinical) or non-medical (e.g., Social Stience) information containing personally
identifiable information (PII). This data may or may not be subject fo HIPAA.

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

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

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

Select appropriate option(s) for data: *

No Sensitive Data (I Credit Card Numbers (PCI) (1 Student Financial Aid I Financial Cash Management (Financial
(GLBAY Services)
[CJ Human Research Subjects ) Protected Health Information (HIPPA) 71 SSN/PII (ITPC) T Academic (FERPA)
(IRB)
(I Employment (HR) I General Data Protection Regulation 1) Internal Data

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.
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24.

i

Sensitive data - "Information that if disclosed without authorization would have an adverse effect on the i assets or ion of the Unin

Data Identification Compliance: | hereby certify that the information provided in this request is true and accurate. | understand that it is my responsibility to determine if
sensitive data is efther transmitted or Stored within the proposed system. *

0 &

25.

| certify this is correct

Is this a request to renew an existing technology purchase? *

E K

O Yes @ No

26.

=

E

Microsoft Azure SO (Single Sign On) — Will this technology use ECU Credentials? *

O Yes @ No

27.

It is sirongly advised to ufilize Microsoft Azure SSO (using ECU Credentials) for any system implementation, unless there are no reasonable alternatives.

Microsoft Azure MFA (Multi-Factor Authentication) — Does this technology suppert the use of Microsoft Azure MFA. (Multi-factor authentication is when a user must
provide two or more pieces of evidence to verify their identity to gain access to an app or digital resource.) *

Yes ® No

It is sirongly advised to ufilize Microsoft Azure MFA for any system i lion, unless there

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.

1.2 Supplier Question

Is the vendor a foreign supplier? *

28.

P & Yes O No

Is this a purchase of all substantial rights to use the product?

Is there a server providing the software service? If so, where is the server located?

2000 characters remaining

29.

Is this a payment for the use of & software product?

30.

2000 characters remaining

Will anyone from abroad come to East Caroling University to install the software? *

31.

»
< Previous Save Progress” | Mext »

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.

PORT_ProCardTechnologyRequestForm_ver_22.2 Page 6 of 12
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Shop b Shopping b View Forms
! € Back to Snopping Home
6 ProCard Technology Req. Form Fields - ADA Compliance Request Actions w | History | 2
Form Number i i oy
e Py ent Request lesponse Is Require
Instructions
ﬁ instmgtons To avoid delays in processing, please read all instructions carefully
32_ Details 4 ibili T
Accessibility Section
* Suppliers 4
_‘-,'é Form Fiskds A Accessibility Section
TechnclogyTya v Response Is Required. To avoid delays in processing, please read all instructions carefully.
il Questions e What is IT Accessibility? - East Carolina University is committed to providing accessible technology and educational
resources. For compliance and purchasing, ECU follows tg Section 508 Standards - Software Applications and Operating
ADA Compliance A Systems.
33. = >
Additional Line ltems s
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.

@E{:LJ MATERIALS MAHAGEMENT Supplier Profile = Search (Alt+Q) Q 0.00USD W P |w VO §

Shop » Shopping » View Forms

To ensure Section 508 compliance and accessibility to all users, the following outlines specific details related to each option:

LB

=== 1. There is a VPAT or vendor affirmation that demanstrates how the software meets Section 508 requirements (Visit VPAT Explained for
more information).

34.

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

Y
=l

E

2. The software qualifies for one of the following exceptions: Back Office, Technical and Programmatic Standards, or Assistive Technology
(visit [T Purchasing - Accessibility Hardware Exemptions and Software Exceptions for more information).

g

These exceptions do not require an Equally Effective Alternative Access Plan for an accommaodation,

35.

3. The software qualifies for a Commercially Unavailable exception or Fundamental Alteration (these exceptions are rare — visit IT
Purchasing - Accessibility Hardware Exemptions and Software Exceptions for more information), or the software does not meet Section
508 requirements.

o\iiJ

E

In this instance, an Equally Effective Alternative Access Plan is required for any inaccessible portions of the product and must be approved

by the ADA Coordinator. By makj an IT Accessibility Consultant will be notified to contact you to assist with the creation of
- = ernative Access Plan,

%\

36.

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

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

o B

< Previous Save Progress Next »

34. A brief description of Voluntary Product Accessibility Templates (VPATSs) 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.

PORT_ProCardTechnologyRequestForm_ver_22.2 Page 7 of 12
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Select one option that applies to your purchase: *

e 8] 1. There is a VPAT or vendor demonstrates that software meets Section 508 or vendor affirmation..
O 2. Software qualifies for one of the exceptions identified above.

37.

(O 3. Commercially Unavailable or Fundamental Alteration or does not meet Section 502 requirement,
(O 4. Not sure and need to consult with IT Accessibility Consultant.
() 5. VPAT was submitted previously and the purchaser has confirmed no changes to the VPAT.

*Important Note:

f you have a URL o a VPAT, you will need to use Chrome browser to convert that URL to a PDF in order to upload. H