APPROVALS - ADD COMMENTS
Last Updated on: 7/23/2009

East Carolina

UNIVERSITY Approvals - Requisitions

approvals

raquisition outbax

+ Click to filter requisitions ?

Show requisitio ils

Assign Substitute Apply Action to Selected PR(s) [ Approve/Complete v &
7

- My PR Approvals

Results per page Requisitions Found: 1 4 Page

Requisition No. ¥ State & Priority & PR Date /Time & Requisitioner & Amount & Action Select

315398 view Active Hormal 7/10/2009 4:18 PM Vickie Stowe 2410 USD Approve [

P — S &
2

- Drganization: 230602 (AF Central Receiving and Warehouse): (All Values) 2
Rasults per pags Requisitions Found: & 4 Pag= i b
Requisition No. ¥ Approver & State = Priority & PR Date/Time & Requisitioner = Amount®  Action Select

318387 view @ Resubmitted requisition Not Normal 7/22/2009 9:02 AM Brends Cherry 345.00 USD Assign I:l
Assigned

316176 view Chuck Boulineau Asszigned Normal 7/14/2009 3:37 PM Vickie Stowe 123.40 USD

316167 view Not Normal 7/14/2009 3:24 PM Vickie Stowe 4,950.00 USD Assign I:l
Assigned

315398 Bridget Brown Assigned Normal 7/10/2009 4:18 PM Vickie Stowe 24.10 USD

315396 Not Normal 7/10/2009 4:17 PM Vickie Stowe 13.01 USD Assign D
Assigned

315395 view Not Normal 7/10/2009 4:14 PM Vickie Stowe 34.56 USD Assign D
Assigned

Results per page 4 Page of 1 b

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

East Carolina

Summary - Requisition 315398

MELYERSITY

approvals

requisit

Availzble Actions: | Approve/Complete
Approve/Complete Step
Return to Shared Folder
Placs PR on Hold

i Return to Requisitionar
Requisition H PR Approvals ” PO Preview ” Comments ” History ‘ &

Forvard to ...
Summary | FOAPAL [ Ship Codes | supplier Info | Taxes/saH A

Comment

Copy to New Cart

General Internal Note z Order Info

Priority Normal Internal Info Order Info
Departmant AF Matarisls Managsment Busine: urpose / Note to Backup Required x

Approw
o d by Vickie St Backup Type Hone
repare i Stows Stats Exempt no backup
Cart Hame 2008-07-10 stowev 01 .

Internal attachm Bricing Ref #
Accounting Dats

Special Instructions Hone

Hotes to Suppliers
Bill To

East Carolina University
Accounts Payable

120 Reade St.

Attachments for all suppliers

add attachment...

PO Clauses
Fin. Srv. Bldg.
Graanville, 4353 100 NCTEC
i 200 Funds

300 ECU PO conditions

view all clauses - (3

FOAPAL / Ship Codes

Chart Fund Organization Account Program Activity Location
£ 111180 230802 72110
East Carolina University A4 Physical Plant AF Central Recaiving and Office Supplies Default Program Cods
Oparations Warshouse

ship To

Attention: Vickie Stows
Phone: +1 (252) 328-5555
Email: stowev@ecu.edu
East Carolina University
Central Receiving Stores
Central Receivi

Greenville, NC 278584353
United States

2. Select Add Comment as the Available Actions.
3. Click on the Go button.
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East Carolina

frrrrrredll Summary - Requ

requisition outb

& Actions: | Add Comment v|| o
Requisition || PR Approvals || PO Preview || Cormments a Add Comment ? K

This vill add it to th tion. If act they ||
Summary | FOAPAL/ Ship Codes | Supplier Info | Tazes/o® B e T e e

vill receive an email indicating that a comment has been added to
the requisition.

General Intorns _ Email notification(s): |

Normal t| Internal Info Bridget Brovm (Approver) <none@ecu.edus
AF Materials Management

Vickie Stowe (Prepared by) <stowev@ecu.edu>
Vickie Stowe

None of the Abow add email re
2009-07-10 stowev 01

cipient...

I have to complete a budget transfer before I can complete
this requisition.|

Bill To

East Carolinz University
Ao e 924 characters remaining
120

expand | dear
- = Attach file to this document (optional):

S Stmgs oo Aasa Attachmant Tyzs

File Name

e (Bowse ) E———

FOAPAL / Ship Codes

Chart Fund

Activity

111180 230602 72110
n S Office Supplies

vill
United States

4. Enter the Comment in the Add Comment pop-up.

5. Select the requisitioner and other approvers as an option if you want them to receive an email

notification for the comment on the document. You can also add email recipients... for other active
PORT end-users that may need to receive a notification.

6. Click on the Add Comment button.

East Carolina

UNIVERSITY

approvals

Avsilable Actions: | Approve/Complate Step % | Go

Requisition ” PR Approvals H PO Pravisw H Carnrn,
Summary | FOARAL/ Ship Codes | Supplier Info | Taxes/S&H

7
Hide header Hide value descriptions
General 7 Internal Note order Info 2

Priority Normal Internal Info Order Info
Department AF Materials Mansgemant Business Purpose / Note to Backup Reguired x

Approvers
= d by vickie St Backup Type None

repEre \craie Stov= State Ewempt Nona of the Above no backup

Cart Name 2009-07-10 stowev 01

Internal attachments Pricing Ref #
Accounting Date

add attachment... Spacial Instructions None

Bill To

Esst Caroling University
Accounts Payable

Notes to Suppliers

Attachments for all suppliers

add artachment...
120 Reade St. PO Clauses
Fin. Srv. Bldg.
Greenville, NC 27858-4353 100 NCTEC
United States

200 Funds
200 ECU PO conditions

view all clauses - (2]

FOAPAL / Ship Codes
Chart Fund

Organization Account Brogram Activity Location
E 111180 230602 72110 0000
Ezst Carolina Univarsity A& Phyzical Plant AF Cantral Recaiving znd Office Supplies Default Program Code
Operations Warshouse
Ship To
Attention: Vickie Stows

Phone: +1 (252) 326-5555
Email: stovev@ecu.adu
Esst Caroling University
Central Receiving Storas
Central Receivi

Greenville, NC 278584353
United States
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7. Click on the History tab to view the comment.
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East Carolina

History - Requisition 315398

UNIVERSITY

9 \ approvals

requisition outl

Available Actions: | Approve/Complate Step (% | [ Go

Requisition H PR Approvals ” Pa Previ amments ” Hishlrv|

?
+ Click to filter history o Esport CS¥
) Results per page Recards found: 6 4 Page oL b2
) Line No  Date/Time @ ooy =— Steg(=) Action & Field Name &  From To Nate
a -
7/23/2008  Bridget Brown Comment Added —»: have to complete a budget transfer before 1 can complete this requisiton.
8:24 PM
7/23/2009 EBridget Brown  Org (Division) Appraval Requisition assigned
7:42 PM
7/10/2008  System Banner System Validation  Requisition approved
4:1% PM
Line 1 7/10/2009 System Banner System Validation Requisition note added Item 1, Sequence 1: WARNING : Budget is exceeded for item 1.sequence 1
4:19 PM
7/10/2009 Vickie Stowe Requisition submitted
4:18 PM
Line 1 7/10/2009 Vickie Stowe Mew Line added - draft 445-12732 favorites
4:18 PM
Results per page 4 Page of1 P

8. Notice the comment in History.
9. You can also click on Comments tab to view the comment.

East Carolina

UNIVERSITY

W AETEOl =quisition o

/ Available Actions: | Approve/Complete Step ¥ | Go

11. 5

Requisition ” FR Approvals ” FO Preview H Comments H History ‘

10. \M

: ' Records found: 1 2?
ridget Brown [r=ply To]

Comment Added - 7/23/2009 8:24 PM

I have to complete 5 budaet transfer before I can complete this requisiton.

Email sent: Vickie Stowe <boulineauc@ecu.edu>

10. Notice the comment in Comments tab.
11. This completes the steps for this procedure. Click on the East Carolina University icon to return to the
home page.
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