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New Releases The NC E-Procurement team made updates to NC E-Procurement on January 29, 2015. Here are some updates
from the recent release that might be of interest to you:

e The ‘Requisition Detail’ reports will display the status of the corresponding purchase order, if applicable.

e Updated links are available in the ‘Purchasing Links’ portlet.

Upcoming Conferences The NC E-Procurement Team will be hosting a session at the below conference in February. Additionally,
members of the NC E-Procurement Team will be on hand in the exhibition area of the conference to answer any questions you may
have. Be sure to stop by and visit!

e  Carolinas Association of Governmental Purchasing (CAGP) Governmental Purchasing Conference: February 22-25, 2015

Job Aids and Training Opportunities Looking for detailed instructions on how to accomplish a task within NC E-Procurement?
Job aids may be found by visiting the NC E-Procurement User Training web site. The job aids available include PDF materials, as well as
Web-Based Training courses. The Web-Based Training Courses are divided into individual courses covering topics such as system
navigation, requisitioning, reporting and security administration. They are self-paced and provide an opportunity for users to build
skills or reinforce knowledge.

Furthermore, each month the Division of Purchase & Contract (P&C) hosts NC E-Procurement and eQuote training in Raleigh. These
instructor-led training sessions are open to all NC E-Procurement users. For more information and to register for upcoming courses,
please see the 2015 Course Catalog. Training dates for February through July 2015 have recently been added to the course catalog.
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https://www.cagponline.org/insidepages/events/?eventid=0a634b59-e217-c280-67ae-54d4e56032a3
http://www.pandc.nc.gov/PNCTraining.aspx

The NC E-Procurement team is also available to provide free onsite training on an as-needed basis. If you would like to discuss available
training opportunities and your entity's training needs, please contact the NC E-Procurement Help Desk, 888-211-7440, option 1.
Please note that all onsite training requests should be submitted by your Security Administrator.

Tips & Tricks: Selecting Supplier Locations When adding non-catalog items to an eRequisition, users are required to select a
Supplier. Once a supplier is selected, the ‘Supplier Location’ field automatically defaults to a location that may not be the correct
location to which the purchase order should be sent. The default location can be changed by clicking ‘Select’ next to the ‘Supplier
Location’ field and then clicking the ‘Select’ button next to the desired location. As long as the Supplier has multiple Supplier Locations
registered, this action may also be completed for other types of line items (e.g., punchout, eQuote, etc.). For more information on
creating eRequisitions, please review the ‘eRequisitioning’ section of the NC E-Procurement User Training web site.
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Looking for more NC E-Procurement Tips and Tricks? All tips covered in this and previous issues of The Source may be found on the
System Tips page of the NC E-Procurement web site!

This newsletter was sent to all NCAS users.

Questions about information covered in this Newsletter? Send an e-mail to: ephelpdesk@its.nc.gov
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