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NCAS Editing Line Item(s) Process Guide

This process guide provides instruction on the functional steps to edit line items on an eRequisition. To
edit existing line item values or add additional line item information, such as accounting codes, users can
edit the line item from the Summarydpage.

[. Editing a Single Line Item

1. Place a checkmark in the box beside the line item to edit and click 6 Ed.i t 6

He Help ™ | L it
NCE-Prncurement AR LB AT e e e
RG20004911; Untitled Requisition talog Exit
Review your requisition, make changes as necessary, and submit the requast for appraval,
Title: |untitled Requisition
Pre-Encumbrance Status: Mok Encumbersd
on Behalf Of: NCAS Requester
P
Buying Entity: T
Transrmit To Supplier?
My Labels: Apply Label...
Line Items (5} Show Details E |s
[0 Mo. Type Description Supplier Part Number Gty Unit Tax Price Amount
=
0,00000 L)
] v A [E  Fist non-catalog item, 1 cach ¥ 10,00 USD  $10.00000 USD
usp
j— - —
0.00000
(1 oz B szcond non-cataleg item. each ¥ uep  $20:00USD  $20.00000 USD
0.00
[0 s [E  computer Table with Flip Top Wire Management ... 23,3305.6%%,000 each $USD $378.00 USD  $378.00000 USD
0,00
| 1 Hex Key Set, Ball End, Messurement Tupe SAE/.. 4CRSE 1 2ach $usn $27.86 USD  $27.86000 USD
O 5 eQuote test itern. DefaultSupplierPartld 1 each $?J‘SUS $10,00 USD  $10.00000 USD =
~—~
4 | [add fram Catalog... | [Add Non-Catslog Ttem... |
p Je—
Total Cost:  $445,86000 USD
Update Total
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2. The d.ine Item Detailsépage is displayed. All details related to this line item are shown on this
page, where users can also update necessary information about the line item.

3. For NCAS integrated agencies, the fax Ratebdefaultsto 6 Ot hbetrcah be changed using the

drop-down menu.

o1
code wi l
Cl assi fi

| set t he
cation to

t em CIl a sisdetfby coranoditg code and cannotbech anged.

ltem Classificati

6Ser vi

ce. 0

A
on

Note: The fields that can be edited by a user are determined by the line item type being edited (hon-
catalog, catalog, punchout or eQuote).

Recent

RG20004511 Untitled Requisition

Prefarences

Home | Help

LIME ITEM DETAILS

Mot

Description:

Qty:
UoM:

Commodity Code:
Armount:

Price:

Tax Rate:

Tax Amount:
Supplier:

Location:

supplier Part Humber:
Recyded Content?

Ttern Classification:
N~

Contract Type:

Blanket Purchaze?

Bid Mumber:

Comments for Accounts Payable Attention:

Dus-on Date:

_——— -

1

First non-catalog itern,

1
each V]
" [005-70 - Pumnice Star| @
$20,00000 USD
$20.00 Ust| &

————

P —

£0,00 USD ]
CITY ELECTRIC SUPP| (2

Chapel Hill Branch - CHH 0049 [ select ]

—_—

This is 2 summary of the item you selected. Change any editabls fisld and save your changes.

Free-text fields, drop-down
menus and radio buttons
indicate that the field can be
edited by a user.
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5. Click the drop-down menu of the field that needs to be updated. If the appropriate choice is not
displayed as a recent selection, select6 Se ar ¢ h f oto viemthe fal &sd of available
selections. Below, 6 Co mmo d i t & usedad an example.

NC Procurement ARI1B A

Home | Help * | Logout

RQZ0004911: Untitled Requisition

This is a summary of the item you selected, Change any editable field and save your changes.

LINE ITEM DETAILS

Mot 1

First non-catalog item,

Dascription:

each

uomM:

Gommadity Code: " (00505 - abrasive £a[D)]

Armeunt: * D05-05 - Abrasive Equipment...
204-48 - Keybosrds
Price: 983-16 - Audiorex Vaice Res...
Tax Rate: Ausrded Equote
962:21 - Cle wius Savigesa:
Tax Amount: P ~ =
[y Search for more.., = P
Supplier: S LT T SURRTS -
Lacation: Chapel Hill Branch - ¢HH 0049 [ select ]

|

supplier Part Humber:

Recycled Content? Oves @no
Itern Classificstion: Good

Contract Typs: He v
Blanket Purchase? Oves @no

©

Bid Nurber:

Commants for Accounts Payable Attention:

Il

Due-on Date:

Enter information using the drop-down
menus. If the desired value cannot be
found in the list, click &Gearch for
moreé 0Oto view a complete list of
selections.

3/2/2015 NCAS Editing Line Item(s) Process Guide
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If6 Sear ch

users to search for and select the appropriate information for the line item.

val

ue.

f oig selected, & poup window will appear. This pop-up window allows

To select a value for the field that is being edited, click the 6 S e | lauttoh i@ext to the appropriate

NCep

AR B A*

Home | Help © | Logout

A

feeia: fiamaze] [ \

cl:m;g alug for Commodity Code

N

i ,'<\ Users can select which
g 1 _ -’ field to search using the
¥ all Commoditias drop-down menu.

¥ 005-00 - ABRASIVES

005-05 - Abrasive Equipment and Toals

00s:

00s:

005

005

005

005

00s:

00s:

005

» 010-00

F 015-00 -

» 013-00 -

» 020-00 -

» 022-00 -

» 025-00 -

» 031-00

-14 - Abrasives, Coated: Cloth, Fiber, Sandpaper, etc,

-21 - Abrasives, Sandblasting, Metal

-28 - Abrasives, Sandblasting (Other than Metal)

-42 - Abrasives, Solid: Whesls, Stones, stc.

-56 - Abrasives, Turnbling (Wheel)

-63 - Grinding and Polishing Campounds: Carborundurn, Diamond, ete. (For Walve Grinding Compounds See Class 075)

-70 - Pumice Stone

-75 - Recycled Abrasives Products and Supplies

-84 - Steel Wool, Aluminum Wosl, Copper Waol, and Lead Wool

- ACOUSTICAL TILE, INSULATING MATERIALS, AND SUPPLIES

AGRICULTURAL CROPS AND GRAINS INCLUDING FRUITS, MELONS, NUTS, AND VEGETABLES

AGRICULTURAL EQUIPMENT, IMPLEMENTS, AND ACCESSORIES (SEE CLASS D22 FOR PARTS)

AGRICULTURAL EQUIPMENT AND IMPLEMENT PARTS

AIR COMPRESSORS AND ACCESSORIES

- AIR CONDITIONING, HEATING, AND VENTILATING EQUIPMENT, PARTS AND ACCESSORIES (SEE CLASS 740 ALSO)

ADDRESSING, COPYING, MIMEOGRAPH, AND $PIRIT DUPLICATING MACHINE SUPPLIES: CHEMICALS, INKS, PAPER, ETC,

i)
ALL “
005-00
005-05
T —
oos-Ee A
S__~-
005-21
005-28
005-42
005-56
005-63
005-70
005-75
005-84
010-00
015-00
019-00
0z0-00
022-00
025-00
031-00  [Seleet| ¥

—
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8. Users can also search for the appropriate value by typing directly in the associated field.

NCE-Frucutsmem ARIEB AT

(@your service Home

Manage Recent  Prefe

Home | Help ~ | Logout

RQ20004911: Untitled Requisition

This is & surnmary of the item you sslectad. Changs any =ditsble fisld snd savs your changas.

LINE ITEM DETAILS

Mt 1

First non-catalag item,

Description:

pd

e
f ~
.

Commodity Code: stane
1 \
Amnaunt: \ Sewrchformere.. 2] | g
Price: N F20.00 Ust P
= -
Tax Rate: ==

e use] §

Tax Amount:

supplier: |orry eLecTrIc supel &)

Location: Chapel Hill Branch - CHH 0043 [ select ]
Supplisr Part Hurmbar ]

Recycled Content? Oves @no

Itemn Classification: Good

Contract Type: Mo v

Blanket Purchase? Oves @no

Bid Number:
Comments for Accounts Payable Attention:

Due-on Date:

If the correct choice does not appear as

a recent selection, the user can type a
value into the field and press the 6 Etne r
key to search based on what has been
entered in the text field.

3/2/2015
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9. Search results matching what the user typed into the field will appear in a pop-up window. Review
the results and click 6 S e | reext to the appropriate value.

Home | Help * | Logout

NCE-Prnculamunt ARIB AT

thoose Value for Commodity Code

e ————

-
Field: [Hame ] stone
RQZ0004911: Untitled Requisition
S —— —— -
This is & summary of the item you select
LINE ITEM DETAILLS tame e
005-42 - Abrasives, Solidi Whesls, Stanes, stz nos-a2
Now ¢ -
005-70 - Pumica Stans LR
~
-
Description: 05254 - Mursls: Stone, Tile 052-54
# 135-00 - BRICKS, CLAY, REFRACTORY MATERIALS, STOME, AND TILE PRODUCTS 135-00
Qhy:
UoM: 160-19 - Cleavers, Knives, Steels, Stones, and Sharpeners 160-1%9
Commodity Code: 175-19 - Crushers and Grinders (Metal and Stoneuare): Ball Mills, stc. 175-13
Amount:
» 195-00 - CLOCKS, WATCHES, TIMEPIECES, JEWELRY AND PRECIOUS STONES 195-00
Prics:
Tax Rate: 245-05 - Cleaning Materisls (For Dair Equipment]: Chiotine Sanitizers, Milkstone Remouer, stc,  245-05
Tax Amount: 260-09 - Casting, Filling, and Molding Matarials: Artificial Stone, Glay, Gypsum Plaster, 260-08
Investments (Bonded and Solder), Molding Resins, Parcelain, etc.
Supplier:
285-16 - Commutatars, Resurfacers, Stone 285-16
Location:
supplier Part Humber: 305-71 - Signage and Loges, Architectural [Slass, Photographic, Stane, Tile) 305-71
Recyced Contant? 308-71 - Signage and Logas, Architectural (&lass, Photographic, Stone, Tilel, Environmentally oo o
Certified Products
Itern Classification:
Comtract Typa: 335-48 - Limestone, Agricultural 335-48
Blanket Purchase? 360-84 - Tile, Stone 360-84
Bid Nurnber:
400-49 - Castings, Stone and Mortar, etec, 400-42%
Cormments for Accounts Payable Atten
465-57 - Lithotripters (For Bresking Kidney and Other Stones) 465-57
Dus-cn Date:
750-35 - Crushed Stene (Indudes Riprap) 750-35
ACCOUNTING - BY LINE ITEM
770-06 - Aggregste, Gravel, Marble and Stone Chips, ste. (For Roofs) 770-08
Account Type: Expen: o 5
) §95-70 - Welding Accassories: Cutting Tips, Hammars, Hose, Inspection Shields, Lighters, s95-70_(Gaiag] @
Bill Ta: a1pT
Payment Basis: " [Receip] (Bone]
P =

3/2/2015 NCAS Editing Line Item(s) Process Guide 6
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10. Users can also edit accounting and shipping informationonthe 6 Li ne | t epageDet ai | s &

11. Account Type i Defaultsto 6 E x p e ansl ghéuld not be modified.

12. BillToi Def aults from the userds pr of i-doenmenut TheBlln be moc
To code selected will determine the Bill To address that is printed on the line item. The invoice

will be delivered to the specified address.

13. Payment Basis i Defaults to Receipt or Signature based on the Unit of Measure specified. This
information is passed to NCAS to determine the payment basis in NCAS.

14. Federal Award Number i This field appears when certain a certain account combination
(Company, Account and Center) is selected. Select the applicable Federal Award Number from
thedrop-d own menu ®earseh efcdad dmo rwiéew a cderasipWwaelt e | i st of
numbers.
15. Company i Defines a unique fund type within a reporting entity.
16. Account i Defines the purpose of the expenditure.
17. Center i Defines the type of expenditures made by an individual cost center.
Note: The6 Comp any 6 afields wil Getanlttbaseddnthev al ues selected in the |
Note: The6 Co mp & n v Ac dandidnCG e n fiells ade generated to ensure only valid NCAS
general ledger accounting combinations can be chosen using the drop-down menu. The values in
these fields must match a valid O0Account Combination. 6
Note: If a selected accounting combination is not valid, users may have to back out all information
from subsequent fields by selecting d n o v drobmitlee)®e ar c h f odmema.oRoreeample,
to update the 6 C 0 mp dfield/uéers may have to setthe 6 Ac c oandd® @ e n fiebdst66 ( n o
v al ufiest) 6

18. Multi Year Indicator i Defines the fiscal year for which the funds on this eRequisition should be
encumbered.

19. Project Company i Defines a unique fund type within a reporting entity for a purchase order that
requires funds to be encumbered over multiple years.

20. Project Code 1 Use the drop-down menu to select the appropriate project code.

ACCOUNTING - BY LINE ITEM

Account Type: ‘ Expense Payment baSIS |S
e = determinedby6 Uni t (
Payment Basis: Receipt w

’ B ) Me a s uandesbould not

be modified.

Faderal Award Number:

Entity: 41

Campany: 4102
Account: ‘522110

Center: 27001030

Multi Year Indicator: Unspecified
Project Company: Unspecified

Project Code: Unspecified

3/2/2015 NCAS Editing Line Item(s) Process Guide 7
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21. ShipToi Def aul ts from t he user dssinpthearfop-doven menut ¢ an

22. DeliverToi Def aults from the userds profil e bHEnter can
the name and/or department in which the merchandise should be delivered.

23. Need-by Date i Enter the date for the items to be delivered if necessary.

24. Shipping Method 7 Using the drop-down box, select the appropriate shipping method.

25. FOB Code i Select the FOB (Freight on Board) code using the drop-down menu.

26. Terms of Payment i The Terms of Payment default to what has been selected under the
&hipping-Ent i r e e Resgation®n theiSommary page. The appropriate Terms of

Payment can also be set for each line item.

27. Click 6 O Kadcomplete all edits on the line item.

SHIPPING - BY LINE ITEM

ship To: - [Mcas ship Te CI|Ck Calendar iCOh to

Deliver Ta: " [ncAs Requester / set the appropriate
Meed-by Date: ] é N e-b g Dat e.

Shipping Method:  |[BEST WaAY

FOB Code: 001

S Comments can be added for a specific line
arms of Payments

item by clickihngthe 6 Add Comment
COMMENTS - BY LIV button.
e —Add chm;t~ \)

N _————-

ATTACHMENTS - BY LINE ITEM

Attachments can be added for a specific
¢~ T e ~, <« line item by clickingthe 6 Add At t ac
N - button.

N _————-

\ (oK) BT

3/2/2015 NCAS Editing Line Item(s) Process Guide 8
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Il. Editing a Non-Catalog Item

1. When editing a non-catalog item, the follow fields can be edited:

Price

Supplier Location
Contract
Commodity Code
Tax Rate

Bill To

Federal Award Number
Company

Center

Project Company
Ship To

Need-By Date
FOB Code

=4 =4 =48 -8_8_8_9_9_49_9_°5_-°

Supplier

Contract Type

Blanket Purchase Order Indicator
Bid Number

Account Type

Payment Basis

Grant ID/Government Grant Number
Account

Multi Year Indicator

Project Code

Deliver To

Shipping Method

Terms of Payment

A -8 -_a_-8_-98_-40_-90_-9_-29_-92_-2_-9._-2

2. Supplier Location can be edited by clickingthe 6 S e | lmkcnexdto the 6 L o ¢ abfieildo n

NCEvacummnnl AR B AT
ome

RQ20004311; Untitled Requ

This is @ summary of the item you selectad, Change any editable field and save your changes.

LINE ITEM DETAILS

Commodity Code: " [005-05 - Abrasive €@
Amount: $20.00000 USD

Price: fzo.00Us1 3

Other 1w

$0.00UsD |3

CITY ELECTRICSUED| , = = = ~

Chapel Hill Branch - cHH b049 [ zelect |
[

Oves Ono

Good

Mo v

Cres Ono

Caomments for Accounts Payable Attention:

Dus-on Date: =

-

3/2/2015 NCAS Editing Line Item(s) Process Guide 9
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3. Users can select which type of Contract is associated with the non-catalog line item using the
0 Cont r a cdrop-dQowmpneedu.

Note: Contract Type, Contract | D, and Bi d maiechm@sers whmensounteadn error
message after selecting a value from the drop-down menu may needto select6 Sear ch f &
to find the appropriate value. This ensures that the Contract Type, Contract ID, and Bid Number
combination on the eRequisition match the most current information in NCAS.

r mor e é

Home | Help © | Logout

NCE-Frnculamem ARIB A

(@your service Home

te

RG20004911: Untitled Requisition =

This i 3 surmary of the item you selected, Change any editable fiald and save your changes.

LINE ITEM DETAILS

Mo 1

First non-catalog item.

Dascription:

at

Amaunt: $20.00000 USD

Price: ]

Tax Rate:

Tax Arnount: B

supplier: |erry eLecTrIc supel &)

Location: Chapel Hill Branch - CHH 0043 [ zslect ]
supplier Part Number: [

Recycled Content? Oves ®no

Itern Classification:
Contract Type:

Blanket Purchase?

Bid Numnber:
Comments for Accounts Payable Attention: ~ -
Dus-on Date: L =

3/2/2015 NCAS Editing Line Item(s) Process Guide 10
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4. When a Contract Type is selected, the 6 Co n t fiell appdars. Depending on the Contract Type
selected it will appear either as a drop-down menu or a free-text field. The Contract Type has
beensetto 6 St at eimthedxadple below.

5. Select the down arrow from the 6 C o n t6drepeddwn menu. If the appropriate Contract ID is not
displayed as a recent selection, choose 6 Se ar c h f 6to viemihe fel éist of available
contracts.

There is 1 problem that requires completion or correction in order to complete your request. 5] Home | Help ~ | Logout

NCE-Prncuremnt AR LB AT

your service Home

RQ20004911; Untitled Requisition

This is & summary of the item you selectad. Change any =ditabla fisld snd saus your changas,

LINE ITEM DETAILS

Mo 1

First non-catalag iterm,

Description:

i

uom: each
Commodity Code: " 00505 - abrasive Eq @)
Amount: $20.00000 USD
Price: $20.00 USt| 3
Tax Rste:
Supplier: CITY ELECTRIC suppl| &)
Location: Chapel Hill Branch - CHH 0043 [ zelect ]
Recycled Content? Oves @no
Itern Classification: Good
Cantract Type: Stateuids - -
- -~ -
. ~07 ~
Contract: - [+] So
’ - -
Blanket Purchase? ‘ OG0B Batteries Storage N
204B: Mobile Ruggedized Computars )
Bid Hurmber: \
N Search for more.. = .7
Comments for Accounts Payable Attentiom _| — -

e -
Dus-on Date; [ T==="I=

3/2/2015 NCAS Editing Line Item(s) Process Guide 11
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6. f6Sear ch f d@srselectedytlee.6.Choose Val ue pbpsup wilonwill agpeat. 6
This pop-up window allows users to search by contract name and select the appropriate contract.

7. To add a Contract to the line item, click 6 S e | mext to the appropriate value.

Home | Help 7 | Logout

NCE-Prncuramum ARIB A

@your service Home

choose Value for Contract

Field: Contract Name

Manzge

RQ20004911; Untitled Requisition

This is a summary of the item you

LINE ITEM DETAILS senfradt llame 1

~
(no value)
Ho.:
0014: Correction Enterprises Products, Pursuant to 6.5, 148-134
Description: 0204; Tractars Agricultural
0Z0B: Tractors Lawn and Garden
aty:
oM 020¢: Utility Vehides
Commodity Code: 0200: Rotary Mowers
Arnount:
02541 Alr Compressors
Price:
Tax Roter 0314 Air Conditioners Raam
Tax Amaount: 031B: Filkers Al (HUAC)
Suppliar:
0458; Appliances Domestic
Location:
- ~
Supplier Part Humber: 055A: Covers Seat School Bus \ i
~ -

Recyded Content? 060A: Autarnotive Industrisl Parts and Supplies
Ttemn Classification:
Gontract Typer 060B: Battsries Storags

Contract: 060¢: Filtars Gil and Air Automaotive
Blanket Purchase?
060E: Tire Autormotive Recapping and Repairing
Bid Humber:

Cornments for Accounts Paysbld | 0654 Bodies Truck Automative
Dus-on Date: 06581 Lube and Fuel Tank Bodies-Truck Mounted

ACCOUNTING - BY LINE 11| | 065C: Durnp Truck Bodies

Account Type: 0704 2012 Model Vear Passenger Wehices

w| [w] [w] [w] (o] [0] [=] [e
E E B e e E E E
m I I I I n I n

E bl A ha 4 4 A A B
<

Bill To:

3/2/2015 NCAS Editing Line Item(s) Process Guide 12
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lll. Editing a Catalog Item

1.

=4 =4 =4 -4 -8 -8-8_-4_-9_4

When editing a catalog item, the following fields can be edited:

Supplier Location I Tax Rate

Account Type 1 BilTo

Payment Basis 1 Federal Award Number
Grant ID/Government Grant Number 1 Company

Account 1 Center

Multi Year Indicator 1 Project Company
Project Code 1 ShipTo

Deliver To 1 Need-by Date

Shipping Method 1 FOB Code

Terms of Payment

Note: Users with the Purchasing Agent role can edit the price on catalog items to decrease it. Users
cannot increase the price on a catalog item. If the data on a catalog item is incorrect, please also
contact the NC E-Procurement Helpdesk at (888) 211-7440 Option 1, or email
ephelpdesk@its.nc.gov, so that the issue can be researched.

2.

Additional Data i When an eRequisition line item is a BForm Item (Business Form), the
additional information for that line item (e.g., color, size) will displayinthe 6 Ad di t i o rieddl
The selection in this field can be edited by clicking on the linked value that appears.

NCE-Procuramem AR E AT
— @your senvice

Home

Home | Help ~ | Logout

RQ20004911: Untitled Re,

This is a su

LINE ITEM DETAILS

Dascription: Computer Table with Flip Top Wire Management - Unitized Welded Stesl Frame with 4 adjustsble legs and fully welded frame below top - 30"W x 30°D x 23"-35"H

Supplier Part Humber: 23,2205, 6%*,000

Recycled Content? Mo I| k n h

Ttem Classification: Good ,C (G0 t & ; q
Cantract Typs: sistanids O0Addi ti o tinkl
Contrack: " 420B: Furniture Classroamn Metal to VieW more

Bid Hurnber: 801277 - Furniture, Classraorn, Metal

Comments for Aecounts payable Atszntion information for the
Dus-on Date: : catalog item.
arnputer Furniture lons R}

Additional Data:

mrnary of the item you selected. Change any editable fizld and save your changes.

El

. 6Descrop®ibON Por i c
" 420-84 - Schaslream Furnitu...\ é Commodi t,éandc ode

$278.00000 Uso 6 S u p p fieidseare @ot editable for

$378,00 USD

Sthar v catalog line items.

$0.00 UsD |

BLANKENSHIP ASSOCIATES INC

BLAMKENSHIP ASSOCIATES INC [ select ]

3/2/2015 NCAS Editing Line Item(s) Process Guide 13
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IV. Editing a Punchout Catalog Item

When editing a punchout catalog item, the following fields can be edited:

Supplier Location Commodity Code
Tax Rate Account Type
Bill To Payment Basis
Federal Award Number Company
Account Center

Multi Year Indicator
Project Code
Deliver To
Shipping Method
Terms of Payment

Project Company
Ship To

Need-by Date
FOB Code

=4 =4 =4 -4 -8 -8-8_-4_-9_4
= -4 _a_a_4a_-48_4_-9_-2

made within the
he supplieros

Note: Changes to the Quantityéf i el d must be
canclickthed EdIliit®dk t o punch out to t

supplier
catal og.

Home | Help * | Logout

Preferences

RQZ0004911: Untitled Requisition

This is a summary of the item you selected, Change any editable field and save your changes.

LINE ITEM DETAILS

Ho.: 4

ex Key Set, Ball End, Me

H, asuremnent Type SAE/Metric, Arm Type Long, Mumber of Pieces 22, Arm Length 2.20 to 6,20 In., Sizes Included 0,050, 1/16, 5/64, 3/32,
7764, 178, 964, 5732, 316, 732, 174, F16, /8 In., 1.5, 2, 2.9, 3, 4, F

Descri ption: . &, 8, 10mm, Blad

Qty: 1

UoM: each <\‘\
Commodity Code: "[485-08 - cauesqess]©

Amount: $27.86000 uso/
Price: $27,86 USD

Tax Rate: Other ¥

6Description,,d éau
6 S u p p fieidseare ot editable for
punchout catalog line items.

Tax Amount: $0.00 UsD | 3

Supplisr: W GRATNGER ING

Lacation: Raleigh - Branch 637 [ select ]
Supplier Part Humnber: 4TRSS

Recycled Content? Mo

Ttemn Classification: Good

Contract Type:

Cantract:
Bid Humber:

Comments for Accounts Payable Attention:
Due-on Date:

" 4458: Maintenance Repair and Gperation Supplies

Statewide v

201100737 - Industrizl Equipmant nd Supplies

5]

Click 6 E dtb rtetbrn to
the punchout catalog
to update the quantity.

-~ -
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V. Editing an eQuote Line Iltem

When editing an eQuote line item, the following fields can be edited by a user:

1 Contract Type 1 Contract

1 Commodity Code I Tax Rate

1 Account Type 1 BillTo

1 Payment Basis 1 Federal Award Number
T Company T Account

1 Center 1 Multi Year Indicator

1 Project Company 1 Project Code

1 ShipTo 1 Deliver To

1 Need-by Date 1 Shipping Method

' FOB Code I Terms of Payment

Note: After an eQuote is awarded, the commodity code is defaultedto 6 Awar d e d dhdmustt e 6
be updated.

Home | Help ~ | Logout

RQGZ0004911: Untitled Requisition ==

This is a summary of the item you selected. Change any editable field and save your changes.
LINE ITEM DETAILS
Haus : 6 Commotdy Co
Descri ption: eQuote test itern, ,
oty 1 defaultsto6 Awar d
o - «— | Equ o andhustbe
Commodity Code:
changed.
Amount: $10,00000 USD
Price: $10.00 USD

Other ¥

lsoo0usn | &

Allied 100, LLC

Allied 100, LLE [ selact ]
DefaultSupplierPartld
No

Good

Click 6 E dtb tetérn
[none selecedy @]
— to the eQuote request

e r—/k/ to select a different

supplier.

:"

-~ -
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VI. Mass Edit Functionality

When creating an eRequisition with multiple line items, users can mass edit eRequisition line items to
set the same values for multiple lines. Not all fields are available for mass editing. Users will find this

feature helpful when setting account codes.

During Mass Edit, the sample line item is determined based on the following order of the line item

type: Catalog, Punch-out, eQuote, Non-Catalog. Users will only be able to edit the fields associated

with the sample item according to the chart below.

Editable Fields by Sample Line Item Type

Field Non-Catalog | Catalog | Punchout

eQuote

Supplier X

Supplier Location X

Contract Type

>

Contract

Blanket Purchase Order Indicator

Commodity Code

X XX [X | X [X

Bid Number

Quantity

Price

Tax Rate

Account Type

Bill To

Payment Basis

Federal Award Number

Grant ID/Government Grant Number

Company

Account

Center

Multi Year Indicator

Project Company

Project Code

Ship To

Deliver To

Need-by Date

Shipping Method

FOB

XX XXX XX XX XXX XXX X [X X
XX XXX XX XX XXX XXX X [X X

Terms of Payment

XXX XX XX XX XXX XXX X [X X

XX XXX XX XX XXX XXX X [X X

3/2/2015 NCAS Editing Line Item(s) Process Guide
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1. To mass edit line items, place a check in the checkbox beside each line item to be edited and
click the 6 E d button.

. Home | Help * | Logout
NCE-Prn:uIamem ARIEA

RQ20004911: Untitled Requisition
Review your requisition, make changes as necessary, and submit the request for approval.
Title: Untitled Requisition
Pre-Encumbrance Status: Mot Encumbered
on Behalf OF HCAS Reguester [+]
Delay Purchase Until: [
Buying Entity: "la1Ea ]
Tranzrnit To Supplier?
My Labels: Apply Label...
Line Ttems (5 Show Details 1)
3 no. Type Description Supplier Part Hurnber Oty Unit Tax Price Armaunt
0.00000 A
1 t t Bl Firstnon-catalog item. 1 et lsp  $10.00USD  $10.00000 USD
1
T 0.00000
\ 2 Second non-catalog item, 1 - p  FED-00USD §20.00000 USD
! $0.00
= = B Computer Table with Flip Top Wire Management ... 23,3305, 6%*%,000 1 each UsD $378.00 USD $378.00000 USD
0.00
O 4 Hex Kev Set, Ball End, Measurernent Type SAE/... 4CRS8 1 each susD $27.86 USD  $27.886000 USD
0,00
D "S\E 2Quote test tern, DefaultSupplisrParid 1 =sch susD $10.00 USD $10.00000 USD 3
I | [Add from catalog... | [Add Hon-Catalag Iterm... |
N\
-~
Total Cost:  $445.86000 USD
Updats Total

2. During Mass Edit, the sample line item is determined based on the following order of the line item
type: Catalog, Punchout, eQuote, Non-Catalog. Users will only be able to edit the fields
associated with the sample item, as described in the chart at the beginning of this section. The
screenshot on the next page shows the mass edit functionality when both a non-catalog item and
a catalog item are selected for editing.

Note: Some changes made during a mass edit do not apply to all line items. For instance, if the
supplier location has been updated for two line items with different suppliers, the edit is only
applied to the sample line item because the selected location is invalid for the other line item.

3. Edit the necessary fields.

3/2/2015 NCAS Editing Line Item(s) Process Guide 17
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4. Click 6 N e tote@iew the mass edit changes.

. Home | Help 7 | Logout
NCE-Frnculamnm ARLE A

Z N
RQ20004911: Untitled Requisition I m
AY

4

“au have chosen to edit multiple items, The changes you maks to the sample item apply to all selected items. Madify the necessary fislds and review your changes. ~=

-
’ eRequisition item 3 is used as the sample item for mass edit.
o

S ~ < _ LINEITEM DETAILS - éDeSCr,BpﬁLﬁ@MP& | c e

supplier: 'BLANKENSHIDASSOCIATES]N 0 C ommo d ! t,gandm(ﬁdjqj p l b S

fields are not editable because the

Location: BLANKENSHIP ASSQCIATES INC [ select ]
GontactType:  Statewide catalog item is used as the sample item.
Contract: " 420B: Furniture Classroom Metal

Blanket Purchase?  No

commedity Code:  420-24 - Schoolreom Furnitu..,

Bid Nurnber: 801277 - Furniture, Classroom, Metal

ACCOUNTING - BY LINE ITEM

Account Type:

=

e
&
i
5

Bill To:

Payment Basis:

Federal Award Mumber:

i

xpenze

[

Receipt &

!

Enity: 41
Company: “Ta101
Account: " [s2s620

center: " [1000

Multi vear Indicator:

Project Company:

%

Project Code:

Note: The mass edit function uses line item 1 as a sample item for the mass edit only if all of the line
items are of the same type. If different line item types are being edited, the line used as the example
is determined by this hierarchy: catalog, punchout, eQuote, non-catalog. Users edit the necessary
fields on the sample line item. When done editing, the changes made against the sample line item
will be applied to qualifying line items.

5. Review the modified fields and click 6 D o rtoec6mplete the mass edit and apply the changes.

Homa | Help ~ | Logout

NCE-Prucursmcm ARLE A

@vour service Home

RQ20004911: Untitled Requisition

These are the fields you have modified. Gonfirm the changes or cancel making changes,

Edit Iterns : Rewview
eRequisition item 1 is used as the sample item for mass edit.

old value New value

Location

Fuguay-Varina - FUQ 0524 chapel Hill Branch - CHH 0043

Accounting
Account Type: Expense Account Type: Expense
eill To: 41PT Bill To: 41PT
Payment Basis: Receipt Payment Basis: Receipt
Fedaral Auard Number! (no value) Faderal Award Humber: (no value)
Entity: 41 Entity: 41
Company; Company:

Recount: Accaunt:
Center: Center:
Multi Year Indicatar: Unspecified Multi Year Indicator: Unspecified
Project Company: Unzpecified Project Company: Unzpecified
Project Cads: Unzpacifisd Project Coda: Unzpacifisd

bone ) (RS
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