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1. Click on the approvals tab. The copy address from header to all lines is a new feature for approvers
that are available in the July 2011 release.

East Carolina

UNIVERSITY

approvals

+ Click to filter requisitions

Show requisitien details

Assign Substituta Apply Action to Selected BR(s) | Approve/Complete Go
k4

= rovals

Results per page | 10 Requisitions Found: 0 <] Page Jofo [

Requisition No. State & Priority & PR Date/Time < Requisitioner & Amount<  Action Sell_ect

Assign Substitute \ Apply Action to Selected PR(s) £
7

- Organization: 230601 (AF Purchasing): (All ¥alues)

Results per page Requisitions Found: 263 4 Page of 27 B
Requisition No. ¥ Approver & State & Priority PR Date,/Time < Requish Amount<  Action Select
o
s10548 [} Not Normal 7/24/2011 4:50 BM Susan Eall Assign [
nssigned
s0s755 [} Nat nHormal 7/22/2011 11:02 AM Bridget Brown 59.54 USD Assicn [
Assigned
s0a750 [3) Not Hormal 7/22/2011 10:41 AM Bridget Brown 627.73 USD Assicn [
Assigned

2. Click on Assign link for the desired requisition.
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East Carolina Dt

rferrrtd ~pprovals - Requisitions

approvals

raquisition outbox

+ Click to filter requisitions 2

4 Show requisition details

P Gl Apply Action to Selected PR(s) | Approve/Complete 2] L&
7

- My PR Approvals

Results per page Requisitions Found: 1 { page lof1
Requisition No. ¥ State & Priorty = PR Date /Time = Requisitioner = Amount & Action Select
r
s10548 [ Active Narmal 7/24/2011 4:50 PM Susan Ball 292.55 USD Approve | 3

Assign Substitute Apply Action to Selected PR(s) [Assign  [s] [Ge
B

- Organization: 230601 {AF Purchasing}: {All ¥alues}
Results per page Requisitions Found: 263 q pag of 27 P
Requisition No. ¥ Approver & State & Priority PR Date /Time < Requisitioner & Amount & Action Sell_ect
&
s10548 ) Bridget Brown  Assign=d Normal 7/24/2011 4:50 PM Sus=n Ball 292.55 USD
sos7s5 ) Net Hormal 7/22/2011 11:02 AM Bridget Brovn 59.54 USD Assicn [
Assigned
— BEECIE Nt Normal 7/22/2011 10:41 AM Eridgat Brovm £27.79 USD Assicn [
3. — Assigned
sos71s Y Net Hormal 7/22/2011 3:57 AM Bridget Brovn 249.02 USD Aszien |
Assigned
509708 |4 Not Normal 7/22/2011 3:42 AM Bridgst Brown  45,979.00 USD  Aszzicn [ |
— Assigned

3. Note that the requisition now shows you as the approver for the requisition.
4. Click on the Requisition # for the approval.

East Carolina ] o Do

UNIVERSITY

b e svorites | cartsfrequisitions | approvals

requisition outbox

vailable Actions: | Approve/Camplete Step [v] | Go

Requisition || pR_Approvals | PO Preview || Comments || Attachrents | History |

Summary FOAPiLf’Ship Codes | Supplier Info | Taxes/S&H & -

Hide hea

r

Hide valu= descriptions

General o Internal Note # Order Info ?
Briarity Normal Internal Info Order Info edit

A Teacher Education Business Purposs / Backup Required x

Note to Approvers Backup Type Hone
Susan Ball work order = o n6 backup
2011-07-24 balls 01 State Exempt None of the Above Pricing Ref #

Internal Attachments Spacial Instructions None

add attachment... lNotes to Supplisrs

Attachments for all suppliers L

East Carolina University

/ Accounts Payable add attachment...

120 Reade St. PO Clauses
Fin. Srv. Bldg.
Greenville, NC 27858-4353 100 NCTEC
United States 200 Funds
5 300 ECU PO conditions

view all clauses - (4]

FOAPAL f Ship Codes

Chart Fund Organization Account Pragram Activity Location
111170 230601 72111 0000
East Carolina University An General AF Burchasing Office Supplies GIK ~ Dafault Program Code

Instituticnal Support

5. Click on the FOAPAL / Ship Codes tab to view the line item details of the requisition.
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East Carolina

UNIVERSITY

requisition outbox

FOAPAL / Ship Codes - Requisition 610548

approvals

Requisition H PR Approvals || PO Preview ” Corrnents || Attachrnents ” Histary |

Availzble Actions: | Approve/Complete Step [] | Go

Surnrmary FOAPAL / Ship Codes Supplier Info | Taxes/S&H

Hide value descriptions

& :

Chart Fund
111170
East Carolina University Af General

Institutional Support

Ship To
Shipping Address

o other lines
@ ship To values vary

FDAPAL f Ship Codes

These values apply to all lines unless specified by lins item

Organization

230601
AF Purchasing

ount Program

72111
Office Supplies GIK

0000

Contact Name Susan Ball
Phone +1 (252) 328-2019
Email balls@ecu.edu
East Carolina University
Materials Mgmt
200 L5 Tat
Teenville, NC 27858-4353
United Ststes

Activity

Default Program Code

Location

>

edit

Supplier f Line Item Details

For selected line items

Reject Selected Items

I:lﬂ

CDWG LLC
PO 1

more info...

Product Description
1 " 16Gig Imagination Flash Drive [

FOAPAL Codes (same =s header)

Acct 80589327, 230 N Milwaukee Ave, Vernon Hills, IL 60061 US

more info...

Catalog No
flash Drive

6. Note the link copy to other lines.
7. Scroll down the page to see the different ship codes for the line items.

size / Packaging
EA

Unit Price  Quantity
24.95 4EA

r

139.80 USD [~

Ext. Price

Supplier f Line Item Details

For selacted line items

T

Reject Selected Items

] [ |

CDWG LLC
PO 1

more i

Acct 8058937, 220 N Milwaukee Ave, Vernon Hills, IL 60061 US

Product Description Catalog No
1 . 16Gig Imagination Flash Drive 5| morz info... flash Drive

FOAPAL Codes (same as header)

Ship To
values have been overridden for this line

8 Shipping Address Attention: Bridget Brown
. Phone: +1 (252) 328-1008
N

v te other lin

2+ Microsoft Trackball ||
FOAPAL Codes (same as header)

Ship To
values have been overridden for this line
shipping Addrass

Email: Happy@acu.adu
‘b East Carolina University

Biology Department

Sci & Tech

337

Greenville, NC 278584353
United Ststes

mouse

Contact Name Sue Gaddis
Phone +1 (252) 328-2013
Emzil Happy@ecu.edu
East Carolinz University
Materials Management

size / Packaging
EA

EA

Unit Price  Quantity
34.95 4EA
24.05 ZEA

-

120.80 USD [
edit
edit

Ext. Price

74.85USD [
edit
edit

—>

200 East Ficsbagk
T 141
RM 107

v to other lines

Greenville, NC 27858
United States

8. Note the different ship codes for the line items.
9. Scroll up the page. For this example, we will copy the header ship code to all line items.

PORT_Approvals_ver 11.2.1

Page 3 of 5



APPROVAL - COPY ADDRESS FROM HEADER
Last Updated on: 7/22/2011

L as

FOAPAL / Ship Codes - Requisition 610548

UNIVERSITY

Carolina

approvals

Avsilable Actions: | Approve/Complete Step Go

Requisition | pR Approvals || PO Praview || comments || attachments || History |

Surmmary | FOAPAL/ Ship Codes | Supplier Info | Taxes/Se&H

=

Hide value descriptions

FOAPAL f Ship Codes ?

These values apply o all lines unless specifisd by lins item

Chart Fund Organization Account Program Activity Lacation adit
E 111170 230601 72111 0000
East Caralina University A8 General AF Purchasing Office Supplies GIK  Default Program Code

Institutional Support

Ship To edit

Shipping Address Contact Name Susan EBall

Phone +1 (252) 328-201%
10 Email balls@ecu.adu

East Carolina University
Materials Mgmt
200 E First Street
\‘ Greenville, NC 27858-4353
United States
copy to other lines

& ship To values vary by line

10. Click on the copy to other lines link.

11.

ship To

CDWG LLC
12. Acct 8058937, 230 N Milwvaukee Ave, Vernon Hills, IL 580061 US
dyct Description Catalog No Size / Packaging  Unit Price Quantity  Ext. PR v

flash Drive EA 24.05 4EA 120.80 USD '7

i 16Gig Imag ash Drive ]  mor= info..,
mouse EA 24.95 3EA 74.85USD ¥

" Microsoft Trackball ||
# Microsoft Bluetooth Keyboard [Z]  mor= o

keyboard EA 38.95 2EA 77.90 USD l_

‘ Capy [:ancel

11. Note the Ship To pop-up window. Click on the top check box. This will automatically select all line
items that have different ship codes.
12. Click the Copy button.
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East Carolina

el [ CAPAL / Ship Codes - Requisition 610548

approvals

"

requisition outbosx

Requisition || pR Approvals | PO Preview || Comments

Summasry | FORPAL / Ship Codes | Supplier Tnfo | Taxes/S&n = -
ide valus descriptiens

FOAPAL f Ship Co ?

These values apply to 2/l lines unless specified by i

Chart Fund Organization Account Program Location
111170 230601 72111 0000
East Carolina Univarsity AA General AF Burchasing Office Supplies GIK  Dafault Program Code

Institutional Suppart

1 3 i Ship To ﬂ

Shipping Address Contact Name Susan Ball
Phone +1 (252) 328-2019
Email balls@ecl.edu
East Carolina University

N\ Materials Mgmt —
200 E First Straet
Greanville, NC 27858-4353
United States

Supplier f Line Item Details 7
For selected line items | Reject Selected Items [ﬂﬂ
CDWG LLC  moreinfo..,
PO 1
Acct 8058937, 230 N Milvaukee Ave, Vernon Hills, IL 60061 US
Product Description Catalog No Size / Packaging Unit Price  Quantity  Ext. Price [
1 . 16Gig Imagination Flash Drive [5| more info... flash Drive EA 34.95 4EA 139.80USD [

FOAPAL Codes (same as header)

Ship To (same as header) edit | [»]

13. The copy to other lines link is no longer visible.
14. Scroll down the page.

E 111170 230601 72111 0000 b]
East Carclina University A4 General AF Purchasing Office Supplies GIK Default Program Code
Institutional Suppert

Ship To edit
Shipping Address Contact Name Susan Ball
Phone +1 (252) 328-2019
Email balls@ecu.edu
Ezst Carolina University
Materials Mgmt
200 E First Street
Greenville, NC 27858-4353
United States

Supplier § Line Item Details 2
For selected line itams | Reject Salacted Items Mﬂ
CDWG LLC  morsinfo..
PO 1
Acct 8058937, 230 N Milwaulkee Ave, Varnon Hills, IL 60061 US
Product Description catalog No size / Packaging Unit Price  Quantity Ext. Price [
1 . 16Gig Imagination Flash Drive [£] m flash Drive EA 34.95 4EA 13e.80usD [

FOAPAL Codes (s=me =5 header)

*Shlp To (ssme ss headar) edit
15, i

+ Microsoft Trackball[Z] mor= info... mouse EA 24.95 3EA 74.85USD [

FOAPAL Codes (s=me as header)

N Lede

R

3 i Microsoft Bluetooth Keyboard [
FOAPAL Codes (same as header)

Ship To {(same =s header) edit

keyboard EA 38.95 2EA 77.90USD [ [
edit

Ship To {same == headar) edit

15. Note that all line items have the same ship code as the header.
16. This completes the steps for this procedure. See the Approval procedure to complete processing of the
requisition.
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