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+ Click to filter requi

Show requisition details
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Results per page Requisitions Found: 1 4 page EN
Requisition No. ¥ State & Priority & PR Date/Time < Requisitionar & Amount & Action  Select
22TZ0L uiew Active Hormal 3/3/2008 10:41 PM Barbara Ellis 4.492.00 USD Approve [
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- Organization: 230601 {AF Purchasing): (All ¥alues)
Results per page Requisitions Found: 5 R
Requisition No. ¥ Approver £ State & Priority PR Date/Time < Requisitioner < Amount < Action Select
&

227201 view Bridget Brown  Assigned  Narmal 8/3/2008 10:41 PM Barbara Ellis 4,499.00 USD

227082 view Wot Horrnal 5/1/2008 3:02 PM Chudk Boulineau  £575.78 USD Assign 7]
Assigned

227081 view Hot Norrnal 5/1/2008 3:02 PM Chuck Boulineau 558,35 USD Assian [
Assigned

227074 view Hot Norrnal 5/1/2008 2:58 PM Chuck Boulineau 565,76 USD Assign [
Assigned

226111 view Chuck Boulineau  Assigned  Normal 8(1/2008 3:08 PM Barbara Ellis 213.42 USD

Results per page 4 Page

1. The following steps will show how to place a requisition on hold in order to indicate that you are waiting
for additional information. Click on the requisition # in My PR Approvals folder.

bping approvals

requisition

Auailable Actions: | Approve/Complete Step P Go
ApprovefComplete Step
Return to Shared Folder
Forward

dd Motes to Histary
Copy to Mew Cart

Requisition || PR Approvals || PC Praview H Histary ‘

Summary FOAPAL / Ship Codes | Supplier Info | Taxes/SgH
Hide header
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Fin. Srv. Bldg,
Greenville, NC 27858-4252 001 Tax Exempt
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view all clauses - (21
FOAPAL f Ship Codes
Chart Fund Crrganization Account Fragram Activity Location
E 111170 230601 72110 0000
East Carolina University AA General Institutional AF Purchasing Office Supplies Default Program Code
Support
ship To

Contact Mame Barbara Ellis
Phone +1 (252) 328-6434

2. Select Place PR on Hold as the Available Actions.
3. Click on the Go button.

PORT_ApprovalsPlaceonHold _ver_8.2.1 Page 1 of 2



APPROVALS - PLACE ON HOLD
Last Updated on: 8/1/2008

East Carolina

UNIVERSITY

Summary - Requisition 22721
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approvals
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Add Note k3
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can be completed,

Waiting on original invoice before approval
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120 Reade St

Fin. Sru, Bldg,
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edit]

4. Enter the Hold Reason in the Add Note pop-up.
5. Click the Place PR on Hold button.
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8/3/2008 10:41 PM
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6. Notice that the requisition has been placed on Hold in the My PR Approvals folder.
7. Once the additional information has been received, click on the Approve link to complete the

requisition.

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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