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1. Click on User Settings.
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User Name brownb

University Terms and Conditions accepted on 3/ 26, PM Systern Messages

2. Enter Area Code in the first box and Phone # in the second box.

3. Click the Save button. IMPORTANT NOTE: If you change departments / divisions, it is critical that you
submit a new Banner Security Form indicating any change with your roles and Organization
permissions. Once the security form has been completed and approved, you will also need to update
your User Profile information for FOAPAL Codes and Ship Codes. See the FOAPAL Code and Ship
Code procedures for completing those tasks.
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USER PROFILE COLOR THEME
Last Updated on: 7/28/2008
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1. Click on the Color Theme tab.
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2. Click the drop down for Color Theme to select another theme.
Purple and Gold.
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4. The color theme changed as a result of the update.
5. This completes the steps for this procedure. Click on the East Carolina University icon to return to the

home page.
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Last Updated on: 7/28/2008
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1. Click on the Email Preferences tab.
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2. The following 5 events are automatically set to trigger Email Preferences: PR line item (s) rejected, PR
rejected, PO line item (s) rejected, PO rejected, and PO sent to supplier.
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3. Select the check box for an event that you would like to receive an email notification. Note: You can
also uncheck a box to remove an email notification.

4. Click the Save button to update the events for notifications on your profile.

5. This completes the steps for this procedure. Click on the East Carolina University icon to return to the
home page.
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USER PROFILE — USING EMAIL NOTIFICATIONS
Last Updated on: 7/22/2009

B All Line ltems have been Rejected for Requisition#: 226014 - Message (Plain Text)

i Fle Edt Yew Insert Format  Tools  Actions  Help  Adobe PDF
i CpRenly | CiReptyto sl Comuerd (F Ca [ B ¥ S 3 X &0 x4 @

From: & port@mail. ecu.edu Sent:  Wed 7/30/2008 11:48 AM
To: Boulineau, Chuck.
Ce:
4 Subject: Al Line Items have been Rejected for Requisition#: 226014
Re: LINE ITEM(S) REJECTED FOR REQUISITICN#: zZe014

ear Bridget Brown,

ine itemws in the reguisition listed above have been rejected. You can review the details of this reguisition online by using "My
\_ions", or by selecting the URL helow.

htrps://usercest. scigquest. cowm apps/Router/ Regiuwmar y?Reqld=226014 Authlser=429665 eNavLeve 11=Nav OrdersHistoryeNavlevelz
=Nav OrderHistoryMyReguisitionsétmstmp=1217432896744

If you have any guestions with regsard to this reguisition, please contact the approver who rejected the reguisition or your Zelect3ite

Support Team.

Support Team Contact Information:

+1 (252) 328-6434
portBmail.ecu.edu

Thank You,
ECTU

he following notes were attached to this regquisition during the workflow process:

Item 1, Secuence 1: WARNING Budget is exceeded for item 1,ssquence 1

4. Double-click on the link provided in the email notification.
5. If email notification is the result of a document rejection, the reason for the rejections will be at the
bottom of the email.
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Hide header Hide walus descriptions
General B Internal Note B order Info B
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7 rnent AF Materials Management Business Purpose / Note to Backup Required %
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P d b Bridget B
repared by ridast Brown Irtermsl sttachments no backup
Cart Mame 2008-07-30 brownb 01 N
7 Pricing Ref #
. Accaurnting Date X
Spedal Instructions Hane
Motes to Suppliers
Bill Ta attachrments for all suppliers
East Carolina University
Accounts Payable po Clauses
120 Reade St
Fin. Srv. Bldg.
Greenville, NC 27858-4353
United States

FOAPAL f Ship Codes ?
Chart Fund Grganization Account Program Activity Location
E 111170 230801 72110 14z0
East Carolina University A deneral Institutional AF Purchasing Office Supplies Community Service

Support

ship To

Attention: Bridget Brown
Phone: +1 (252) 328-5555
Ernail: brownb@mail. ecu.edu
East Carolina University
Materials Mgmt

200 E First Strest

Greenville, NG 27858-4353

6. This will open a new browser to the document in PORT that triggered your email notification.
7. Click on the History tab to determine the reason the document was rejected.
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USER PROFILE — USING EMAIL NOTIFICATIONS
Last Updated on: 7/22/2009

East Carolina

UNIVERSITY

History - Requisition 2260

history

Auailable Actions: | Add Notes ta History ¥ | Go

=]

Requisition || PR Approvals || History
\ B
Mhistory ? Export C5¥.
e —
Results per page | 2 Records found: 10 4 Page oft b ?
Line  Date/Time User = Step(s) Fiald From To Note
No < - Name <

743002008  Chudk Grg (Division) Requisition rejected
11:48 &AM Boulineau Approval

Line 1  7/30/2008 Chuck Org (Divisien) Requisition Line itern rejected
11:48 AM  Boulineau Approval
7/30/2008  Chuck Org (Divisien) Requisition assigned
11:47 AM  Boulineau Approual
7/30/2008  System Banner System Requisition approved
11:46 AM validation

Line 1 7i30/2008  Systemn Banner Systemn Requisition note added Itemn 1, Sequence 11 WARMING | Budget is exceeded for item
11:46 AM validation 1,sequence 1
7¢30/2008  Bridget Brown Requisition submitted
11:45 AM

Line 1 7¢30/2008  Bridget Brown Mew Line added - draft na Form
11:45 AM
7¢30/2008  Bridget Brown Requisition Line item copied - 040-21020 Requisition
11:29 AM draft 163462
7¢30/2008  Bridget Brown Requisition Line item copied - 120-23140 Requisition
11:29 AM draft 163462
7¢30/2008  Bridget Brown Requisition Line item copied - 020-20500 Requisition
11:29 AM draft 163462

8. See the note in history for the reason the document was rejected.
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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