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Summary - Draft Requisition

forms cartsfrequisitions

&) Return to shopping cart (4) Continue Shopping

(& All done! The required inf

ion has been I

d and this request is ready to be submitted.

Once you have reviewed the details, you may continue by clicking the button at the top of the page.

Requisition H PR Approvals

T e e

Summary | FOAPAL/ Ship Codes |

PORT_ReviewCartHeader ver_11.2.1

lier Info | Taxes/S&H & 7| =
Hida headar Hide valua dascriptions
General ‘ £t Internal Note £t Order Info i
Priority Normal edit |[Internal Info edit || Order Info edit
Department AA Teacher Education Business Purpose / Note to The grant for this order will Backup Required x
crepared b oridget Brown Approvers expire 11/30/2010 Backup Type Electronic
p . fv dg Work Order 2 alactronic only
Prepared for Eridost Bmwb" " State Exempt Mone of the Above Pricing Ref #
cart Name 2010-11-05 balls 01 Internal attachments Special Instructions None
Accounting Date
2dd sttachmant... Notes to Suppliers
Attachments for all suppliers
Bill To edit add attachment...
East Carolina University PO Clauses
Accounts Payable
120 Reade St. 100 NCTRC
Fin. Srv. Bldg.
Greenville, NC 27858-4353 200 Funds . b
United States 300 ECU PO conditions
view all dauses - (4)
FOAPAL / Ship Codes 7
Chart Fund Organization Account Program Activity Location edit
E 111170 230601 72111 0000

1. Click the Edit button. These steps will demonstrate the prepared by / prepared for feature and the
improvements to order processing.

General

[ ermal [+]

AF Materials Management

First Name

Last Name

User Name

Preparad by Eridget Brown

Prepared for Bridget Brown Email

Gelect a diffsrent user.,

2011-07-23 brownb 01
Accounting Date l:l

mm/dd/yyyy

Department
Cart Name

Position

Results par page

. [l
| Save Cancel

€ Imternet 0% v -

2. Click on the Select a different user link.
3. Note that the User Search pop-up is now displayed. Enter the last name of the user for whom you will

prepare the requisition.

4. Click the Search button.
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IMPROVED PREPARED BY / PREPARED FOR ORDER PROCESS
Last Updated on: 7/22/2011

| Newsearch
Results per page . o
General Users meeting the search criteria: 1 ¢ page oF 1 pie

Prioril
ity [normal [ ] select Name & User Name = Email & Phone

Bepartment AE Materials Maneemant ® Boulineau, Charles  boulineauc boulineauc@ecu.edu  +1 (319) 328-1924

Prepared by Bridget Brown
Prepared for Bridget Brown  Choose Selected User

Select a different user...

Cart Name: 2011-07-232 brownb 01

Accounting Date

€ Intermet. | R -

5. Select the radio button for the desired user.
6. Click the Choose Selected User button.

General

Department AF Materials Management
Rezgared by Bridget Brovn

Prepared for harles Boulineau

Select a differant user..,

Cart Mame 2011-07-23 brownb 01
Ngrevse [ |

mm/dd/yyyy

oo | | cancel |

7. Click the Save button. Note: Prepared for user has been updated to the desired PORT user.
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IMPROVED PREPARED BY / PREPARED FOR ORDER PROCESS
Last Updated on: 7/22/2011

E&St Carolina 7 2011-07-23 brownb 01 5 item(5), 45,979.00 USD

I Summary - 610521 - Draft Requisition

carts frequisitions

y requisitions

E N

Submit Requisiti

4) Return to shopping cart (4) Continue Shopping

@ All donel The required information has been completed and this request is ready to be submitted.

Once you have reviewed the details, you may continue by clicking the button at the top of the page.

Requisition || PR appravals | PO Preview | Comments || attachmants | History |

Summary | FOAPAL / Ship Codes | Supplier Info | Taxes/S&H =
9. Hide header Hide value descriptions
General £ Internal Note s Order Info i
Priarity Normal Internal Info Order Info =
Department inistration and Finance Business Purpose / Backup Required x
. Hote to Approvers Backup Type None
Preparad by Bridge Waork: Order na backup
Prepared for Charles Boulines State Exempt Mon State Funds Pricing Ref # m
Cart Name 2011-07-23 brownb 01 Internal Attechrmente
Accounting Date

Spacial Instructions None

Notes to Suppliers

Attschments for all supplisrs
Bill To edit
=rolina University

add attachment...
PO Clauses
100 NC TEC
200 Funds
U PO conditions

wigw all clauzes - (4]

L / Ship Codes \ 2
Chart Fund Organization Account Program Activity Location
E

111170 230801 72110
East Carolina University AA General AF Burchasing

Institutional Support

0000
Office Supplies-MOD  Default Program Code

8. Note: The default FOAP values and ship to are the Prepared for user’s default values.
9. Click the Edit button.

10.

FOAPAL Codes

Select from your code favorites

Chart Fund Organization Account Program Activity Location

E | [111170 [‘230501 | [7z110 | [oooo [ [

Select from profile values... Select fram profile values... lect fram profil= values... Select fram profile values... Select from profile values... Select from all values... Select fram all valu
Select from all values... Select fram all values.., Select from all values... Select fram all values.., Select from all values...

| save Cancel

10. Click the Select from profile values link.
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IMPROVED PREPARED BY / PREPARED FOR ORDER PROCESS
Last Updated on: 7/22/2011

11.

FOAPAL Codes

12.

Selact from your code favorited

Chart Organization Brogram Activity

e oS | [r11170 |2z0801 | [72110 | [oooo |

Select from profile valuss " gelect from DWNEE Hide profilz values... Select from profile valuss.. Select from profile values.., Select fram all valuzs.,

Selzct from all valuzs.., gt from all valus! ™ Selzct from all values.., Select from all values..,

230601 - AF Purchasing
591300 - AA Chemistry Admin

611501 - HS Faculty Support Service
615001 - HS DHS Al Hith And Hursing R
643501 - HS Al Hith Occupational Thera,
662701 - HS Non Oparating Admin
665265 - HS FM Clin Sarv Physical Thers...

11. Note: For each element, the profile value list is populated with both your values and the prepared for
user’s values.

12. Select the appropriate values for each element of FOAP.

13.

FOAPAL Codes

Selsct from your code favorites

Chart Fund Organi™agon Account Program Activity Location

E | [111170 | [ss1801 N |72t | [oo0a |

Select from profilz values.., Select from profile values.., Select from profile valuss.., zlect fram profilz valuzs.. Select from profilz values.. Select fram all values... Selact from all valu
Selzct from all values... Select from all values... Selact from all valuss.., |=ct from all values... Select fram all values...

13. Click the Save button to complete the desired changes.
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E&St Carolina S 2014:07:23 brownb 01| 3itern(), 45,275.00

TR A Summary - 610521 - Draft Requisition search for

fshop besaias favorites | carts/requisiions

favorites

my requisitions

Submit Requ n

\ 1) Raturn to shopping cart |4) Continua Shopping
——

@ All required information has been completed and this request is ready to be submitted.

Once you have review: tails, you may continue by clicking the button at the top of the page.

Requisition || PR Appravals || PO Praview || camments | Atta(hmentm

Summary | FOAPAL f Ship Codes Supplier Info | Taxes/S&H (=1

alue descriptions

General 3 Internal Note g3 2?
Priority Normal edit | |Internal Info edit | [Order Info edit
R - - :
Department Administration and Finance Business Purpose / Backup Requirsd

Note to Approvers

v Backup Type
p’EpE’E: 'F" B;“dglat B’c’"‘lr_‘ Waork Order # no backup
Prepared for Charles Boulineau Stats Exempt Mon Stats Funds Pricing Ref # b |
Cart Name 2011-07-23 brownb 01 N
Internal Attachmeants Special Instructions None
Accounting Date

add attachment... Notes to Suppliers

Attachments for all suppliers

Bill To edit add attachment..,

East Carolins University

Accounts Payable PO Clauses
120 Reade St.
100 NC T&C
Fin. Srv. Bldg.
Greenville, NC 27858-43532 200  Funds

United States 300 ECU PO conditions

view all clauses - (4
FOAPAL § Ship Codes -
Chart Fund Organization Account Program Activity Location edit
111170 591801 72110 0000
East Carolina University AA General A4 Physics Office Supplies-MOD  Default Program Code
Institutional Support
14. Scroll down the page to make changes for Ship to code for deliver.
e
Note to Approvers
. ; Backup Type None
Prepared by Bridget Brown Works Grder = ¥ s
Prepared for Charles Boulinaau State Exempt Non State Funds Pricing Raf #
Cart Name 2011-07-23 brovnb 01 N )
Internal Attachments Spedial Instructions None
Accounting Date )
add atrachment... Notes to Suppliers
Attachments for all suppliers
Bill To edit add attachment...
East Carolina Univarsity
Accounts Payable PO Clauses
120 Reade St.
15. [~ s eldg. 100 NCTEC
Gre=m 27858-4353 200 Funds
United States 300 ECU PO conditions
view all clauses - (4]
—
PAL f Ship Codes S
Chart Fund Organization Account Program Activity Location edit
111170 591801 72110 0000
East Carolina University AR General AA Physics Office Suppliss-MOD  Default Program Code

Institutional Suppart

15. WSMP .

Contact Name Chuck Boulineau
Phone +1 (319) 328-1924
Email boulineauc@acu.adu
East Carclina University
Pediatrics

600 Moya Blvd

Brody

Rm 2N-44

Greenville, NC 27834

United States

15. Note the default ship code is for the Prepared for user.
16. Click the edit button.
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IMPROVED PREPARED BY / PREPARED FOR ORDER PROCESS
Last Updated on: 7/22/2011

9 2011-07-23 brownb 01 | 5 item(s), 45,979.00

Search for [HeNLN

Edit current shipping address... 4) Return to Checkout

Fields in bold are required for checkout.

Contact Name

Phone +1 (919) 228-1924

Email boulineauc@ecu.edu i
|~ Kddress Line 1 East Carolina University

Address Line 2 Pediatrics

Address Line 3 500 Moye Blvd
AN\ _Address Line 4 Brody
N 9 Rm 3N-44

Greenville

1./ 001 004 855
Bridget Brown Bridget Brown Tim Allen
+1 (252) 228-1012 +1 (252) 328-5555 +1 (252) 328-1013
none@acu.edu brownb@mail.ecu.edu chouline@msn.com
East Carolina University East Carolina University East Carolina University
Central Receiving Stores Materials Mgmt mcs
Central Receivi 200 E First Street Austin
Greenville, NC 278584353 Greenville, NC 27858-4253 Rm 107
United States United States Greenville, NC 27858-432532

United States

Your current default address Malee this your default Mzke this your default M

17. From here, you can either user the default value for the prepared for user or one of your profile ship
codes. To search for a new ship code, you can refer to the Review Cart Header procedure: steps 35 —
52.

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