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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.
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2. Click on Ship Code Maintenance Form.
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o1

Type of Ship ey, ™ create Mew Ship Code
4. ~ () Edit Existing Ship Code

‘€ Ship Code Maintenance - Windows Internet Explorer g@
€l https:,l',l'su:ulutiu:uns.sciquest.com,l'apps,l'Router,l'FavoritesFormEdit?&FavoriteProductId=152952?&wantReloadonCI0se=true&callerScrnllX=D&caIIE[V] % |
Ship Code
Maintenance  Available Actions (Click here for details): |Add and go to Cart J$ Go | Close | =

Ship Code i nce Form Instructions
completion of this form is required to request

new ship code(s) or edit exiting ship code(s).

arOIina i. Fields in "Bold” are required

UNIVERSITY

editing existing
ship code

Mame East Carolina University
MName if cutsi’e

Greenville

Department

City

State
Zip Code

Provide reason
if location is
outside
Gre f

500 characters remaining expand | clear
Supplier ECU Materials Management

Fulfillment PO 1:
Address 200 E 1st St
Greenville, NC 27858-4353 US

Supplier Phone +1 (252) 328-6434
Total 0.00

See configuration for this form

& Internet & 100% -

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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Proceed to Checkout

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.
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4) Return to shopping cart (4) Continus Shopping
@ All done! 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.
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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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v (V] (¥] [¥] Submit Requisiti

4) Return to shopping cart (4] Continue Shopping

@ Al FThe 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.
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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.
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12. Click on Submit Requisition button.
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EaSt CarOhna Submitted f‘Requi ion 519367

You have

Requisition Information ?

£y congr i
U status on the Approvals Tab.

Requisition number
Requisition status

14.

Cart name
Requisition date

Requisition tg
Numb, Me items

Search for another item
View order history

\

13.

Check the status of an order
— « Retum to your home page
Create new draft cart

Here is a summary of the requisition. You can also retrieve this requisition at any time via the document history search page.

What would vou like to do next? Here are links to some common actions.

d your request. If you need to view or print a copy, click Quick view "X or view its

519367 view

Pending

2011-03-01 brownb 01
3/24/2011

0.00 USD

1

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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