EDIT CART HEADER
Last Updated on: 11/8/2010
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active cart

Prepared by Bridget Brown

East Carolina

cartsfrequisitions

draft carts | faworites | my requisitions

1) Continue Shopping

@ Almost ready to go! The list below needs to be addressed before the cart can be submitted.
» Required field: State Exempt &

5 Item(s) for a total of 45,969.00 UsD

M~~l_¥4 Shopping Cart

Proceed to Checkout
(=Y Save
Priority _ Business Purpose / Note to r

add note Backup Required

Approvers

Work Order #
Prepared for Bridget Brown Special Instructions |NmE [v]
Select 2 different user. State Exemy Select from profile values Notes to Suppliers —
Cart Nl 010-11-05 balls 01 e ol =to= = =cd nets
Clear sslactad valus
Q required field
Supplier / Line Item Details
For selected line items | Add To Favorites [] [ |
astings Ford Inc more i
PO 1
Po Box 1886, Greenville,
Catalog No size / Packaging Unit Price  Quantity Ext. Price [~
car EA 45,789.00 1 EA 45,785.00 USD [~
mats EA 45.00 4EA 180.00 USD [~
Supplier subtotal 45,969.00 USD
Subtotal 45,969.00
Shipping 0.00
Handling 0.00
Total 45,969.00 USD

Save

Proceed to Checkout

Select the appropriate Priority for the requisitions: either Normal or Urgent. Note: Normal indicates
that the requisition will be processed into a PO by MM within 2 days. Urgent indicates that the
requisition will be processed into a PO by MM within 1 day.

If you are creating a requisition for another PORT Standard Requisitioner to track, click on Select a
different user. This feature is used rarely since you usually need to track your own requisitions. If you
are submitting a requisition for another user to track, see steps 14 — 18.

Optional: Type in a meaningful name for the requisition to track it by in your history.

Click the add note... link for Business Purpose/Note to Approvers if appropriate.

Click select from all values... for State Exempt field.

2§F 2010-11-05 balls 01 | 5 item{s), 45,969.00 USD

NIVERSITY

¥4 Shopping Cart

carts/requisitions

4) Continue Shopping

5 Item(s) for a total of 45,969.00 UsC

Proceed to Checkout
save

Priority Business Purpose / Note to The grant for this order will Backup Required r

Approvers Ny
Prepared by Bridget Brown e expire 11/30/2010 Backup Type Nane ~
Prepared for Bridget Brown Special Instructions [ nene [~]

Salact a differa: expand | clea
Notes to Suppliers add note

Cart Name work Order #

State Exempt Select from profile values

— Hide all values
[~
Classroom Instruction

Health Care

Supplier / Lif) o, Enforcement

Show line datails Maint of Campus Operations s < [Add To Favorit ~] L&
haw lin i B SR k For selected line items o Favorites [a] [ Ea
: B ’ Public Safety
:Daft'"gs Ford Inc more info Student Financial Aid

————— * Existing Leases

1
2

PORT_

mmreenville, NC 27835-1886 US * Existing Maint Agreements

Product Description * Existing Subscriptions. size f Packaging Unit Price  Quantity Ent. Price [
None of the Above

2009 Ford Shelby Mustang GT500 5] more info Car EA 45,789.00 1EA 45,789.00 USD [~
Grey Floor Mats[Z]  mors infe mats EA 45.00 4 EA 180.00 USD [
Supplier subtotal 45,969.00 USD

Subtotal 45,969.00

Shipping 0.00

Handling 0.00
Total 45,969.00 USD

T

Enter your note to your approvers and/or Materials Management. This is for internal notes ONLY.
Notes will initially display 100 characters but will hold a total 1,000 characters.

Select the appropriate State Exempt category for your order.

Click on the Save button.
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10.

|_|East Carolina

active cart

297 2010-11-05 balls 01 | 5 item(s), 45,969.00 USD

UNIVERSITY B Re 0 PR Mo, v

4) Continue Shopping

11.

12.

13.

. 5 Item(s) for a total of 45,969.00 UsC
¥4 shopping Cart
Save Proceed to Checkout
& Cart was saved successfully
Priority Business Purpose / Note to The grant for this order will Backup Required o
Approvers ; i =
Prepared by Eridget Brown s e " Electronic i v
TR Bridget Brown Special Instructions None "
Select a different user. expand | cleap Ty n -
otes to Suppliers note
Cart Name 2010-11-05 balls 01 Work Order #
e Exempt
?
Show line details For selected line items [ Add To Favorites [+] [&e
. w—
Hastings Ford Inci: mors info
PO 1
Po Box 1886, Greenville, NC 27835-1886 US
Product Description Catalog No Size / Packaging Unit Price  Quantity Ext. Price [
1 2009 Ford Shelby Mustang GTS00 [  mor= infe car EA 45,780.00 1 EA 45,789.00 USD [~
2 Grey Floor Mats (5|  more info mats EA 45.00 4EA 180.00USD [~
Supplier subtotal 45,969.00 USD
Subtotal 45,969.00
Shipping 0.00
§ Handling 0.00
/ Total 45,969.00 USD

10.
11.

12.

Save
Proceed to Checkout

Select the Backup Required check box to indicate that the supplier will require backup with the PO.
Select the appropriate option for Backup Type: Both, Electronic, Mail to MM, or None.

Select the appropriate option for Special Instructions: Direct Payment, Check Attached, Hold Vendor
Copy for Dept Pickup, Confirming Order - Do Not Send, Confirming Order — Do Not Duplicate, or None.
Note: For Direct Payment invoices or signed contracts, you must select Mailed to MM or Both for
Backup Type and Direct Payment for Special Instructions.

Repeat steps 4 to complete Notes to Suppliers.

East Carolina =

2010-11-05 balls 01 | 5 item(s), 45,969.00 USD
TTIned Cart - Draft Requisition

cartsfrequisitions

active cart

4 Continue Shapping

. 5 Item(s) for a total of 45,969.00 usc
54 Shopping Cart

Save Proceed to Checkout
& W <oved successfully
Priority Normal v Busines Se / Note to The grant for this order will Backup Required I
Prepared by Bridget Brown e expire 11/30/2010 Backup Type
Prepared for Bridget Brown Special Instructions ‘ND”E M

Select a different useg expand | clear Suml
Cart Name 01011 ork Order Notes to Suppliers add not=
State Exempt None of the Above

Selact from profile values
Selact from all values

Clear selectad valus
s Supplier / Line Item Details B
Show line details For selected line ftems | Add To Favorites [w] 6o
Hastings Ford Inc= more info.
FO1
Po Box 1886, Greenville, NC 27835-1886 US
Product Description Catalog No Size / Packaging Unit Price  Quantity Ext. Price [~
1 2008 Ford Shelby Mustang GTS00 5] more info car EA 45,789.00 1EA 45,789.00USD [~
2 GreyFloor Mats 5 more info mats EA 45.00 4EA 180.00USD [
Supplier subtotal 45,969.00 USD
Subtotal 45,969.00
Shipping 0.00
Handling 0.00
Total 45,969.00 USD

save
Proceed to Checkout

13. Click the Save button to save all your Header changes. See the Edit Cart Items procedure to continue

PORT_EditCartHeader_ver_10.3.1

the review process. Steps 14 — 18 take you through the process of preparing a requisition for another
requisitioner.
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East Carolina

univERsiTy &

active cart

Y Shopping Cart
&

Draft Requisition

EDIT CART HEADER
Last Updated on: 11/8/2010

Save

Cart was saved successfully

4) Continue Shopping

5 Item(s) for = total of 45,969.00 uso

Proceed to Checkout

Y - = v
14' [ ——r ‘€ User Search - Windows Internet Explorer Q@ red o
frepard Sridaet Sronn htt test, t, Router/GenericUser Search? Tmstmp=128898409964337 78returnl v | 4 Slestroniz
Prepared for ridget Brown & | https:fjusertest sciquest. comfapps/Router/GenericLiser Search? Tmstmp= etumv | B || |_NDHE o
Selact = different user.
Cart Name 2010-11-05 balls 01 [Looe | lers et
User Search 7
First Name
Last Name boulineau
7
MEme
Show line details ' led line items | Add To Faverites [v] | &
Emai
15 Hastings Ford Inc 5 mors info Department |
PO 1
Po Box 1886, Greenville, NC 27835-1886 US Position v
Product Description Results per page 10 Unit Price  Quantity Ext. Price [~
1 2009 Ford Shelby Mustang GTS00 [5]  more info 45,789.00 1EA 45,789.00USD [~
Search
2 Grey Floor Mats 5] mor= inig ’ 45.00 4EA 180.00USD [
16 € Trtsrmet 100 v Supplier subtotal 45,969.00 USD
Subtotal 45,969.00
shipping 0.00
Handling 0.00
Total 45,969.00 USD

14.

Save

To prepare a requisition for another PORT end-user, click on Select a different user...

If you do not

need to complete the requisition for another PORT user, you can continue the review process by going

to the Edit Cart Items procedure.

15. In the User Search pop-up, type the PORT standard requisitioner’s Last Name.

16. Click the Search button.

East Carolina

universiTy [eET

active cart

g Shopping Cart
a

Save

Cart was saved successfully

4) Continue Shopping

5 Item(s) for a total of 45,969.00 uso

Proceed to Checkout

v o = v
17 N Priority [Normal [v] /€ User Search - Windows Internet Explorer Q@ red '_,—.
. ™~ Eridget Bronn https:, test. t Router /G icLiserSe hereturnFunction=satry dForlLsert| v Electronic
Eridaet Bronn & hitpsiJusertest. sciquest. comfapps{RouterGenericLlserSaarchPratUrnFunction—sstPraparedFor User - = e
Select a different user. ' o
New Search pliers add note
Cart Name 2010-11-05 balls 01 Fesapier earch]
Results per page o s y
Users meeting the search criteria: 1 4 page ?
Select Name & User Name & Email & Phone
Boulineau, Charles  boulineauc boulineauc@ecu.edu +1 (919) 328-1924 ?
Show line details led line items | Add Te Favorites [+] Lo
—’ thoose Selacted User
SLing e o s e
18, PO1
Po Box 1886, Greenville, NC 27835-1886 US
Product Description Unit Price  Quantity Ext. Price [
1 2009 Ford Shelby Mustang GTS00 |5 more info 45,785.00 1EA 45,789.00 USD [~
2 Grey Floor Mats || more info 45.00 4EA 180.00USD [
Done @ mtemet w0k - Supplier subtotal 45,969.00 USD
Subtotal 45,969.00
Shipping 0.00
Handling 0.00
Total 45,969.00 USD

Save

17. Select the Radio button beside the user’s name.
18. Click on the Choose Selected User button.

PORT_EditCartHeader_ver_10.3.1
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East Carolina

rITrredl Cart - Draft Requisition

2¥F 2010-11-05 balls 01 | 5 item(s), 45,969.00 USD

4) Continue Shopping
" 5 Item(s) for = total of 45,969.00 U=s
¥4 shopping Cart
Save
Priority

Normal [+
ridget Brown
Charles Soulineau

Frepared by
Prepared for

Cart was saved successfully

Business Purpose / Note to

The grant for this order will

Proceed to Checkout

expire 11/30/2010

Backup Required ™2

Cart Name

Backup Type
Select 2 different user...

[ Wene
2010-11-05 balls 01

]
add note...

Special Instructions
expand | clear
Work Order #

Notes to Suppliers

State Exempt

None
Sslact from profils
/’

Sel from all valu.

f the Above

19.

Clear selacted value.

Supplier / Line Item Details
Show line details

For selected line items
Hastings Ford IncE more info

Add To Favorites
PO1
Po Box 1886, Greenville, NC 27835-1886 US

[] Lo |

Praduct Description

tatalog No Size / Packaging Unit Price  Quantity Eut. Price [~
1 2009 Ford Shelby Mustang GTS00 5] more info... car EA 45,789.00 1EA 45,789.00 USD [~
2 GreyFloor Mats 5]  more info... mats EA 45.00 4 EA 180.00USD [~
Supplier subtotal 45,969.00 USD
Subtotal 45,969.00
Shipping 0.00
Handling 0.00
Total 45,969.00 USD
Save

Proceed to Checkout

19. The Prepared for now indicates the end-user you selected. See the Edit Cart Items procedure to
continue the review process.
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