HISTORY BY REQUISITION
Last Updated on: 11/8/2010

East CarOli_na : e 2010-11-07 balls 01 | 1 Rem(s).

TTTEed Home /Shop
homefshop | ~ favorites farms R frequisitions | history B et - A er settings |

shop
Go to: Fauor\tew

advanced search

LOG FORM | Quick Order Browse: Suppliers | Categories | contracts | Chemicals

. ? 2
Action Items : Welcome to the ECU PORT Marketplace :
- My Orders

isiti 3 % BECKMAN
Requisitions ) @ aemieg ~BD ek BIO-RAD
(1) ﬂy Hon- State Contract Non- o
Returned (1 ” How to at ECU State Contract Vendor | [ Non- State Contract vendor ton 5_52;2d§f"t’a*t
Pen 435) v
cently Completed (51)
/ " Purchase Orders
. Recently Completed (28) Maintenance Supplies Office Supplies
State Contract Vendor State Contract Vendor
; @invitrogen s ENGLAND <
PORT Bulletin Board AT phel iol abs.. Office erer Therme
Non- State Contract Non- o Non- o Hon- o
. . Stats Contract 0314 Vendor Non- State Contract | | by ooy ch yandor || 1VON- Stats Contract Non- State Contract
Need help purchasing the following: v wvendor Vendor vendor
+ State Term Contracts
+ Promational Items S
- S RAININ I == EISA
Trouble finding Vendor Names ‘click here” for the Mon- State Contract Pipefling 360° N Hon- State Contract
more commen list of hard to find vendor names. Vondor ECU Contract Vendor Vondor

AN ATIBTA

& ECU

F Moo,

Click Here for PORT Training Manual

For more information on Purchasing vis

1. Click on the History tab.

East Carolina - 2010-11-07 balls 01 | 1 item(s

T d Purchase Requisition Search

history

PO Historv

receipt hi

Select Query

o PP || by isition || by Contract

If you are searching for a specific purchase document, include as many of the items below to narrow your results.

Requisition Name

Requisition No. 465674

Supplier Nal Select Supplier

// Catalog No. (SKU)

3. " Filter
Check Filter if you want to use the filters below.

Results per page

]

4 Filters

To find your purchase documents quickly and easily, choose a date range to search for purchase documents placed during a

specified time frame.
My Orders My Submitted Orders University Wide Orders

Start Date 11/01/2010 B (mmvddryvvy)

End Date 11/07/2010 @ (mm/dd/yyyy)

Prepared for Select User

Prepared by Select User i
PR [ B Only Include PR's From These

Departments Departments

]

2. Ensure that the PR History and by Requisition tabs are selected.
3. Enter the Requisition # in the Requisition No. text box.
4. Click on the Search button.
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receipt

history

9% 2010-11-07 balls 01 | 1 item(s), 0.00 U

Results per pad,

Status &

A
&

Supplier(s)
Office Depot

Requisition Name = Requis

2010-11-02 balls 01 Brown,

Requisition{s) meeting the search criteria: 1

itioner &

, Bridget

Requisition Date/Time ¥

11/2/2010 11:25 AM

4 Pageuf1 b | legend | 7

Requisition Total

90.51 USD

New search | act Query

save Query |

5. Note the new Supplier(s) column.

6. Click on the Quick View icon.

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

Esst Carolina University
Materials Mgmt

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

ProCard Number

No credit card has been assigned.

Requisition Quick Yiew - 465674 ?
Close
Requisition Summary - 465674
General Internal Note Order Info
Priarity Normal Internal Info Order Info
Department AA Teacher Education | BUSiness Backup Required X
Purpose / Note e N
Prepared by Bridget Brown to Approvers arap-lype ane
no backup
Cart Name 2010-11-02 balls 01 || work Order &
Pricing Ref =
Accounting Date State Exempt  Classroom 5
c pacial None
Instruction 8
Instructions
gill To Internal attachments Notes to
East Carolina University Suppliers
Accounts Payable Attachments for all suppliers
120 Reade St
Fin. Srv. Bldg. PO Clauses
Greenville, NC 27858-4353
United States e uNCaec
200 Funds
300 ECU PO conditions
FOAPAL / Ship Codes
Chart Fund Organization Account Program Activity Location
E 111160 230501 72110 0000
Ship To

Supplier / Line Item Details

Office Depot

Product Description

January-December 2011

1 I AT-A-GLANCE(R) Desk Calendar Refill, 31/2 x 6,

PO Number

0 1
Office Depot Credit Plan, Po Box 30295, Salt Lake City, UT 84130 US,

To Be Assigned

Catalog  Size [ o ~ _

= Packaging UMt Price Quantity Ext. Price

754497 EA 3.35USD 6EA 20.10 USD
Centract: ECU-000284

tlose_|

7. The Quick View provides summary information on the requisition.
8. Click on the Close button for the Quick View overlay.
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29§ 2010-11-07 balls 01 | 1 item(s), 0.00 USC

EaSt CarOUDdII!-EIR‘!]% Orders - Search Res:ults

histary

el " PR History my requisitions | my purchase orders | receipt history

New Search ‘ select Query ‘ Save Query ‘
Results per page |20 | Requisition{s) meeting the search criteria: 1 4 Pags of1 | legend | ?
Status & Requisition No, & Supplier{s) Requisition Name = Requisitioner = Requisition Date/Time ¥ Requisition Total
yor ¥65674 E:Y Office Depot 2010-11-02 balls 01 Srown, Bridget 11/2/2010 11:25 AM 90.51 USD
New Select Query Save Query ‘

9. Click on the Requisition #.

Eas Car(u’mvusla' Summary - Requisition 465674

history

P History PR History my requisitions | my purchase orders | receipt history

Available Actions: | Add Comment Go

Requisition | PR spprovals ” PO Preview || Comments || Attachrments || History
a2 2
Hide value descriptions
Internal Note ? Order Info ?
Internal Info Order Info =
Business Purpose / Note to Backup Required x
Approvers Backup Type None
Work Qrder # neo backup
State Exempt Classroom Instruction Pricing Ref #
Special Instructions None

Internal attachments
Notes to Suppliers

Attachments for all suppliers

PO Clauses

100 MNCTacC

200 Funds

300 ECU PO conditions

view all clauses - (4]
FOAPAL / Ship Codes ?
Chart Fund Qrganization Account Program Activity Location
E 111160 230801 72110 0000

Ship To

Contact 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

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

Approvals, Comments, Attachments, History, and Supplier Info.
11. This completes the steps for this procedure. Click on the East Carolina University icon to return to the

home page.
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