EMAIL APPROVALS
Last Updated on: 7/22/2011

Eas t Carolina o preie e |::- Cart or Add Item to Cart

UNIVERSITY

Add Comment
Basic Information H Purchasing Options H Permissions || Supplies/Chemical Mgr” Historl,l|

User Idantification | Parsonal Settings | Roles | Document Access | Email Preferences | Mavigation Setup ?
Email Preference Value Override Email Preference Value Override

Role Role

Administration & Integration Purchase Orders

Search Result Bxport Confirmation x r Prepared By - PO Workflow complete x r

BR Extport Failure Notification x r Brepared By - PO sent to supplier x r

Invoice Export failure notification X r Prepared By - PO line item(s) rejected X r

hopping, Carts & Requisitions Prepared By - PO rejected x r

\~ Prepared By - Cart Assigned Notice x I PO submitted into Workflow x r

™ d By - PR line item(s) rejectad x r PO Workflow complete X - 3

Prepared By jected/returned x - PO sent to supplier 172

Cart Assigned HNotice x - PO Line Item Ship Notice 'Y r
Receive PR and PO notifications for a=zigned to Me x Il PO line item(s) rejectad =2
PR submitted into Workflow x r PO rejected I~

PR pending Workflow approval v FO line item Backorder notice X r

PR Workflow Notification available x r PO line item Cancellation notice x r

PR Workflow complets / PO created x r Settlement

PR line item(s) rejected ’2 Prepared By - PO Requires Receipt notice e r
Cart/PR rejected/returned I [ ¥ | |po requires Receipt notice r

Prepared By - Invoice Regquires Receipt notice % r

Invoice Requires Receipt notice 'Y r

Invoice submitted into Workflow X r

Workflow complets X r

line itemn(s) rejected X r

Invoice rejected X r

1. To utilize the new Email Approvals feature, you must have the PR pending Workflow approval email
preference enabled within your user profile. In addition, the following steps will need to be taken to
allow you to complete emails approvals:

e Attend a brief demo on email approvals
e Set Email Approval Code on your user profile (See 2 shapshot)

e Materials Management staff will turn on the following user permission: Approve/Reject
Requisitions via email

East Carolina

IS My Profile

Change Passvord Export Copy Personal Faverites | Add Comment |

Basic Information H Purchasing Options || Permissions H Supplies/Chernical Mar || Supplier Mgt” Histnryl

User Identification | Personal Settings | Roles | Document Access | Emnail Preferences | Mavigation Setup Bl

First Nams= Charles
Last Name Boulineau
Phone Number 919 |328-1924

+1(919) 328-1524

E-mail Address boulineauc@ecu.edu

Departmant [Administration and Finance [»]

Position l

\~ Badge Id

User Name boulineauc
Please enter a2 question and answer that we can prompt you with should you ever forget your password.
Question

Confirm Answer

Authentication Method Local

Email Approval Code cessssnasne

University Terms and Conditions accepted on 3/27/2007 9:25 AM Systerm Messages

Save

2. Setyour Email Approval Code. Note: It must be at least 4 digits.
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[ Junk E-mail1 [57]

=@ 3 PORT

[ Enrolled .

(1 PORT reminder emails Folder:

g mi:g:;:v": Prepared by:

= Cart Mame

] % RS5 Feeds Requisition No.:
=] Sent Items Priority:

[ Student Mo. of line items

@ shipTo

@ L3 search Folders TOTAL:

@ /5 Personal Folders
@ £ Personal Folders

oo T —
(2 Date: Older

Organization: 230601 (AF
Purchasing): (All Values)
Susan Ball

2011-07-24 balls 01
610562

MNormal

3

20255 USD

=] @ SciQuest-SCT =
@ £ Sent Emails Details

3. Open the PORT enhanced approval email to see details of the requisition and take action.

o B a e = MNew Pending Approval for Requisition# 610562 - Message (HTML) - = X
Message Developer Adobe PDF @
Fram: port@ecu.edu Sent:  Sun 7/24/2011 8:43 PM
To: * Boulineau, Chuck
Ca
Subject: Mew Pending Approval for Requisition# 610562

Dear Charles Boulineau,

The requisition listed below has been submitted for your approval.

Folder: Organization: 230601 (AF Purchasing): (all Values)
Prepared i Susan Ball
e 2011-07-24 balls 01
Requisition Mo.: 610562
Priority: MNormal
Mo. of line items: 3

TOTAL: 292,55 USD

CDWG LLC
Mon-Catalog Form
Form Type: MNon-Catalog Form

Item 1
Description: 16Gig Imagination Flash Drive
Catalog Mumber: flash Drive
Quantity:

Approval Request for Requisi # 610562

3495 USD

/ 139.80 UsSD

Size/Packaging: EA

Commaodity Code:

FORM TOTAL: 139.80 USD

MNon-Catalog Form

Form Type: MNon-Catalog Form

Item 2

Description: Microsoft Trackball

Catalog Mumber: mouse

Quantity: 3

Unit Price: 2495UsD

Ext. Price: 7485 USD

Size/Packaagina: EA -1

-

4. Note the Summary, Approval Folder, Details, and line item information.
5. Scroll down the email to see more details for the requisition and take action.

PORT_Approvals_ver 11.2.1 Page 2 of 5

[ box - Microsoft Outlook - B x
¢ File Edit View Go Tools Actions Help Adobe PDF Type a question for help =
H kY F=Y [ I=} Az :
s . . Search address boaks
PgANew - | g (23 X | CaReply (S8 Replyto All (3 Forward | B W | Send/Receive + [ | [ Search address bool B
Mail < 3 Inbox 219 | New Pending Approval for Requi:
Favorite Folders 2 | B, = 6/Re.. From Subject Received s c|A 610562
(5 nbox (787
[ Unread Mail [1153) (=) Date: Today - port@ecu.edu
[ Sent tems port@eci.e.. New Pending Approval for Requisition# 610562 Sun 7/24/20.. 4 : || ~='l Sun7/24/2011 8:43 B
@ Deleted Items (240) 1,’3 d To: @ Boulineau, Chuck
Mail Folders 2 || 12 Date: Last Week -
O] All Mail Ttems pproval Request for
(& Date: Two Weeks Ago
- Req n# 610562
(3 Date: Three Weeks Ago /’
Dear Charles Boulingau,
= Drafts [121] ier this Month
/, 1= (2] Inbox 787) The requisition listed below has been submitted for
etention
[# Date: Last Month your approval L
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(O H9 U a9 s MNew Pending Approval for Requisition# 610562 - Message (HTML) - = X
G

~ Message Developer Adobe PDF @
From: port@ecu.edu Sent: Sun 7/24/2011 8:43 PM
To: ® Boulineau, Chuck
Co
Subject: Mew Pending Approval for Requisition#® 610562

Item 3 -

Description: Microsoft Bluetooth Keyboard

Catalog Mumber: keyboard

Cuantity: 2

Unit Price: 38.95U5D

Ext. Price: 77.90UsSD

Size/Packaging: EA

Commodity Code:

77.90 USD
29255 USD

Chart: N m

Fund: 111170 - AA General tutional Support

Organization: 230601 - AF Purchasing

Account: 72111 - Office Supplies GIK

Program: 0000 - Default Program Code

Activity:
W:

FOAPAL Codes values vary by line 1

Ready to approve, reject or assign this document to yourself? | Take Action
Additional Information

Summary Details

‘Work Order #:

State Exempt: Maone of the Above

Backup Required: Mo

Backup Type: Mone - no backup

Pricing Method:

Pricing Ref #:

Special Instructions:  Mone

Buyer Contact Info:

Final PR Review: Mo

ITCS Approval: Mo

MC Preference: Mo i1

6. Note the comment that FOAPAL Codes values vary by line. Important Note: If there are multiple
FOAPAL values at the header or line item, only the initial FOAPAL string will be displayed in the

detailed email. If you need to see all FOAPAL strings before approving, you will need to log into
PORT.

7. For this example, we will click on the Take Action button to approve the requisition.
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East Carolina University

Requisition 610562

Status Pending

Shopper Su=zan Ball
Approver Charles Boulineau

Select an action:

'@' Approve

O Assign to myself

O Reject

) Return to Requisitioner

10.

Comment (Optional):

h\
Enter yourspyroval code to submit;

8. From here, you can take one of the following actions and add a comment: Approve, Assign to myself,
Reject, or Return to Requisitioner. For this example, we will Approve the requisition.

9. Enter your Email Approval Code.

10. Click the Submit button.

East Carolina University

Requisition 610562

Status Pending

Shopper Suzan Ball
Approver Charles Boulineau

P -

Windows Internet Explorer

¥ 5]

\';:) fre wou sure wou wank ko approve Ehis?

11. }[ o4 l [ Cancel

Enter your approval code to submit;

11. Click the OK button to confirm the approval.
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-

‘€ Email Approvals: Requisiw
.I'H'\. — —_—
& i 8

13.

/ File Edit Wiew Favarites Tools HE|I:I

%Cnnvert - Eﬁelect

1 'f.ﬁ? |@Emai|.ﬁ.pprwals: Requisiti, .. |

12.

‘Apprnve successful

Requisition 610562
Shopper Suszan Ball
Approver Charles Boulineau

12. Note the confirmation that the approval was successful.
13. You can close the Browser. This completes the steps for this procedure. .
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