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1. Click on the Forms link. Note: This new form will replace the existing process of emailing ship code 
request to Chuck Boulineau or Suzanne Gaddis. 

 

       
 

2. Click on Ship Code Maintenance Form. 
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3. A new window pops up to display the Ship Code Maintenance Form.   
4. Select either the Create New Ship Code radio button or Edit Existing Ship Code radio button.  Note:  

You need to provide the ship code if your requesting an edit to an exist ship code 
5. Provide the following information as appropriate for the shipping address:  Department, Street, 

Building, Floor / Room, City, State, and Zip Code.  Note:  Provide the name if the ship code is 
outside Greenville, NC.  

6. If you are requesting a ship code that is outside Greenville, NC, you will need to provide the business 
reason for the requested address. 

7. Click the Go button. 
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8. Click on the Proceed to Checkout button.  Important Notes:  Since this is a Ship Code Request, you 
do not need to make any changes at the cart header and you DO NOT combine this request on the 
same cart as a regular requisition or Change Order Request.   Doing so will result in an invalid workflow 
and the request will be rejected. 

 

 
 

9. Click on the PR Approvals step in the workflow.  Note:  Since this is a Ship Code Request, you do not 
need to make any changes at the Review step (as long as you have set defaults for State Exempt, 
FOAP and ship code). 
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10. Notice the Forms Approval step for the request. Note: Suzanne Gaddis and Chuck Boulineau are the 
approvers for completing the request. 

11. Click on the Final Review step.   
 

 
 

12. Click on Submit Requisition button. 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 

10. 

11. 

12. 



SHIP CODE MAINTENANCE  
Last Updated on: 3/24/2011 

PORT_ShipCodeMaintenance_ver_11.1.1  Page 5 of 5 

 

 
 

13. You can track the ship code request with the requisition # that is provided. 
14. This completes the steps for this procedure.  Click the East Carolina University icon to go home. 
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