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1. Click on the History tab.
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If you sre searching for & specific purchase document, include as many of the items below to narrow your results.
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Ensure that the PR History and by Requisition tabs are selected.
Select the Filter check box.

Select My Approved Orders and Start Date and End Date for the requisitons.
Click on the Search button.
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If you are s=arching for a specific purchase document, include as many of the items below to narrow your results.

Select Sup)

Catalog No. (SKU)
Filter
Check: Filter if you vant to use the filte
Results per page 10
Warning! 2K

& The search criteria entered is likely going to yield a large number of results. Itis

recommended that you either request an export of search results, or cancel this search and
modify the criteria as described below.
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# The date range entered is greater than 90 days. It is recommended that you cancel the
search and reduce the range to be 80 or fewer days. Run multiple queries if required.
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6. Click the Search button.
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Status = s Supplier(s) Requisition Name 2 Req ner & Requ n Date/Time ¥ tion Total

yor 468271 [ Hastings Ford Inc 2010-11-05 boulineaus 01 Boulineau, Charles 11/7/2010 2:03 PM 46,385.00 USD
v 468589 [0 Office Depot 2010-11-05 balls 01 Brown, Bridget 11/5/2010 11:45 AM 232.78 USD
v 468301 [y Office Depot 2010-11-05 balls 01 Brown, Bridget 11/5/2010 10:20 AM 129.98 USD
7_ \~ v 468325 [ ECU Medical Storeroom 2010-11-05 Tom Labguy 01 Gaddis, Suzanne 11/5/2010 9:27 AM 910.72 USD
467083 [B Office Depot 2010-11-04 balls 01 Brown, Bridget 11/4/2010 2:26 PM 112.12 USD
v 467427 [H Dell Marketing LP 2010-11-04 balls 01 Brown, Bridget 11/4/2010 2:16 PM 3,000.00 USD
v 467426 [ Fisher Sci Co 2010-11-04 balls 01 Brown, Bridget 11/4/2010 2:24 AM 323.33 UsD

Results per page | 1

New Search Select Query Save Query Request Export

7. Click on one of the Requisition #s.
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Summary - Requisition 467427

9 Requisition 4 PR Approvals | Co

history

Available Actions: | Add Comment Go

Symmai

Assigned Buyer

ents (1 ttachmel \story‘
OBFAL /S Ship g5 | plier Inf Taxes S&H @ i
Hide value descriptions
? Internal Note ? Order Info ?
Internal Info Order Info
er Education I'Susirrv;s:rl-"urp:se / Note to Backup Required x
y vers Backup Type None
angaltls;i""b” e o ork Order # no backup
-H1-04 bals State Exempt Classroom Instruction Pricing Method
Internal attachments Pricing Ref #

Special Instructions None

Buyer Contact Info

ITCS Approval X

NC Preference x

Bldg. Notes to Suppliers
ville, NC 27858-4353 A
. Attachments for all suppliers
es

PO Clauses
100 NCT&C
200 Funds
300 ECU PO cenditiens

view all clausas - (4)

11

Teresa Ramaglina

Chart Fund

E 111170

Ship To

Centact Name Susan Ball
Phone +1 (252) 328-1008
Email balls@ecu.edu

East Carolina University
Materials Mgmt

200 E First Street
Greenville, NC 27858-4353
United States

FOAPAL / Ship Codes

Organization Account Program

230601 72111 0000

Activity

Location

[

Approvals, Comments, Attachments, History and Supplier Info.

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

home page.
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From here you can review the requisition Summary, FOAPAL/Ship Codes (document details), PR



