APPROVALS — ASSIGN SUBSTITUTES FOR ALL FOLDERS
Last Updated on: 11/7/2011
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UNIVERSITY

Approvals

approvals

Assign substitute to all folders... End substitution for all folders

/Ej Click to filter requisitions ?

Hide requisition details

Assign substitute to this folder...

Apply Action to Selected PR(s) | Approve/Complete Go
7

[=] My PR Approvals ?
Requisitions Found: 1 E Page 1 of 1 m

Results par page
Requisition No. ~ State & Priority & PR Date/Time o Requisitioner & Amount = Action [
434188 [ Active Normal 8/25/2010 1:40 PM Susan Ball 55,500.00 USD Approve [

Cart Name: 2010-08-25 balls 02 Suppliers: QIAGEN Inc

Cart Description:

Mo. of line items: 1

Assign substitute to this foldet.. \

Apply Action to Slectad PR(s) =
?

[+] Organization: 230601 (AF Purchasing): (All Values)

Apply Action to Selactad PR(s) Go
?
|4) Page 1 of 1[x]

Assign substitute to this folder...

=] Organization: 230602 (AF Central Receiving and Warehouse I11): (All Values)

fimerdis m= p= Requisitions Found: 1
Requisition No. ~  Approver & State & Priority s PR Date/Time ~  Requisitioner = Amount & Action [
620294 [ Not Normal 8/10/2011 11:12 AM Charles Boulineau 6,500.00 USD  2==ign [
Assigned
Cart Name: 2011-08-10 boulineauc 01 Suppliars: Dell Marketing LP

Cart Description:

Mo. of line items: 3

1. Click on the Assign Substitutes to all approval folders button. Note: The same steps can be taken
for individual approval folders depending upon circumstances.

2 2011-10-31 steinmetzd 04 | 16 item(s), 4,000.00

EaSt Carolina‘ Approvals - Requisitions
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requisition

Assi bstitute to all folders... End substi - k-l
i 2 i _~ """ /& User Search - Windows Internet Explorer Q@
https: }{usertest,sciquest.com/apps/Router /Genericlser Search? Tmstmp=132053079504959r eturnFunction=setUserFromPopup| % ﬂ

Close

?

[+] Click to filter requisitions

Hide requisition details

Assign substitute to this folder...
User Search

=] My PR Approvals Last Name

First Name

Results per page

Requisition No. User Name
424188 [} Email
Cart Name: 2010-08-25 balls 02 Department ]
Cart Description: Position
Mo. of line items: 1 Results per page =

Assign substituta to this folder... |

[+] Organization: 230601 (AF Purchasing): (All values!

Assign substitute to this folder... | Done € Internst H100% v

2. Enter the active PORT approver's Last Name in the text box.
3. Click on the Search button.
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2 2011-10-31 steinmetzd 04 | 16 item (5), 4,000.00
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approvals

requisition outbox

Assi bstitute to all folders... End subst . vl
e b & o DU & User Search - Windows Internet Explorer E]@
[ ———li filter requisitions e https:p’p’usertest‘sciuuest‘:Um,iapuszUuter,iGensncUserSEarch?returnFunctiur|=satUserFrDmPUpupSsarch&permiss\uns=Perm7ApM g
Hide requisition details e Blae
Assign substitute to this folder...
Results per page meeting the search criteria: 1 E Page 1 of 1 m 2
=LEvER fonrcyal Name & UserName & Email Action
Results per page gall, Susan balls happy@ecu.edu +1 (252) 328-2018 F=clect]
Requisition No.
434188 [}
Cart Name: 2010-08-25 balls 02
Cart Description:
No. of line items: 1 L
Assign substitute to this folder.. \
(+] Organization: 230601 (AF Purchasing): (All Values]
Assign substitute to this folder... \ Done & Internet #100% v

4. Click on the select link.
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approvals
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(&) Salactad usser is alresdy = member of this folder: Organization: 230602 (AF Central Recsiving and

Warehouse): (All Values)

nd substitution for all folders Substitute assigned to 5 folders ( 6 total folders )

Assign substitute to all folders...

[+] Click to filter requisitions 7

Hide requisition dg

Tent Substitute: Susan Ball End substitution for this folder Apply Action to Selected PR(s) | Approve/Complete _ Go
vals B
[4] Page 1 of 1 [&]

Requisitions Found: 1

Requisition No. ¥ State & Priority & PR Date/Time o Requisitioner & Amount & Action [
Active Normal 8/25/2010 1:40 PM Susan Ball 55,500.00 USD ~pprove [

2010-08-25 balls 02 Suppliers: QIAGEN Inc

Cart Description:

Mo. of line items: 1

End substitution for this folder Apply Action to Selected PR(s) L
?

ﬁ;‘:SubstitJSusan Ball
'+ Organization: 230601 (AF Purchasing): (All values)

‘ Apply Action to Selected PR(s) . £

Assign substitute to this folder...

=] Organization: 230602 (AF Central Receiving and Warehouse): (All Values) 7
esults per page Requisitions Found: 1 E Page 1 of 1 E
- Approver & State & Priority& PR Date/Time 2  Requisitioner & Amount < Action [

Requisition No.
Not Normal 8/10/2011 11:12 AM Charles Boulineau 6,500.00 USD 2szion [
Assigned

2011-08-10 boulineauc 01 Suppliers: Dell Marketing LP

| Apply Action to Selected PR(s) . T

Current Substitute: Susan Bzll End substitution for this folder

5. If your substitute is already an approver for any of your folders, you will see the appropriate message.

6. The Current Substitute will be listed at the top of each approval folder.
7. When you are ready to end the substitution for all approval folders, click on the End substitution for all

folders button.
8. This completes the steps for this procedure. Click on the East Carolina University icon to return to the

home page.
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