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Reset Default Preferences Process Guide

Preferences support how a user chooses to work in NC E-Procurement. Users can edit their default
display preferences by selecting ‘Reset default preferences’ from the ‘Preferences’ drop-down menu
on the Menu Bar. Once opened, users can click the corresponding check box beside of the preference
they wish to change.
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Users are presented with 10 preferences that they may edit. The preference choices are described in
further detail below. Check or uncheck the boxes in the ‘Setting’ column to edit preferences and click
‘OK’ to save the changes.
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Reset Default Preferences

Set individual preferences, or reset all preferences to their default settings at one time,

Reset default preferences in the NC E-Procurement Service:
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Preference \ Setting
Show catalog item details in thumbnail view S =7
Show confirmation page before deleting a request
Expand Itemn Details
Show additional information before going to the receiving summary page
Show catalog on requisition creation
Display catalog item images
Shaw confirmation page before editing a request
Shaw Navigation Panel

Receive email notifications in plain text format
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Following is a brief description of the 10 preference choices:

1. ‘Show catalog item details in thumbnail view’ — This sets the default view of items in the
catalog to the ‘Thumbnail’ view. If this box is unchecked, catalog items will appear in the
‘Details’ view.
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Refine your results

Keyword
kit (86}
tire (33)
blade (28]
axle (24)
center (24)
Show All ..
Price
$10,00 - $100,00 USD (5]
$100.00 - $1,000.00 ., (28]
$1,000,00 - $10,000 ., (957
£10,000.00 - .. (12}
Fawvorites

- Recent Choices - v
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Catalog Home

Supplier Part #:

Welcome NCAS Requester
Users can also toggle the preference —

using the ‘View’ links while viewing

items in the catalog.

Create Mon-Catalog Item

Contract 1D: |

Commaodity Cuda:l

Your search path: All Cstegories > AGRICULTURAL EQUIPMENT, SUPPLIES & CHEMICALS

» AGRICULTURAL EQUIPMENT AND SUPPLIES > 020-00: AGRICI

IMPLEMENTS, AHD ACCESSORIES (SEE CLASS 022 FOR PARTS] > 020-16: Cutters and Shredders (Mowers), Heauy Duty, Reel and Rotary: Tow Type andfor Center Mount Ty

210 items found

- [addto cart Add 1 Favorites

[] solid Laminated Tire, 6 x 9 x 20
$109.46 USD

Oty |1 Add to Cart

Add to Favorites

[] Aircraft assy,24x7.7410,Non-Capped,
FOAM,5 bolt rim

Show: 20|50(100 results per page

[ Tire Assembly, Forklift, 6.50410-10 Ply on
2pce 5 ...

$190.68 USD

a

Add o Favorites

[ Aircraft tire assy. 24x7.7410,Non- Capped,
2 pce-5 ...

Sort byi Relevance | Price | Mams | Viewi Details \Thumlmails/‘
~
T

[J 1/2 Length Front Belting
$114.00 USD

@

Add to Favorites

[] Pintle Ring, Forged,PT-48 (installed on
Parallel ...

$244.33 USD

|

Add to Favorites

$152.25 USD

@

Add to Favorites

$101.50 USD

@

Add to Favorites

[] Equal angle shaft 1 3/8 & 21spline
$475 .60 USD

oty -1 __Add to Cart

Add to Favorites

[] c¥ Shaft, 540 RPM
$493.00 USD

@

Add to Favorites

[] c¥ Shaft, 1000 RPM
$424.13 USD

S

Add to Faverites

[] c¥ shaft, 1 374" » 20 Spline
$686.58 USD

@

Add to Favorites

[] c¥ shaft, 1 3/8" » 21 Spline
$686.58 USD

@

Add to Favorites

[] Equal angle shaft, 1 3/4 » 20 spline
$395.85 USD

vl

Add to Favorites

[] c¥ Shaft, 1000 RPM [] c¥ Shaft 1 3/4 « 20 spline [ c shaft 1 3/8 & 21 spline

$521.28 USD $957 .73 USD $957.73 USD
Qty: Add to Cart Qty: Add to Cart aty: Add to Cart
P R R

2. ‘Show confirmation page before deleting a request’ — This presents users a confirmation
page before a request (i.e., eRequisition, UserMaintenance, etc.) may be deleted. If this box is
unchecked, requests may be deleted in one step.

Note: Users may check the box ‘Don’t show this page again (to reset, click Preferences)’ to edit
the ‘Confirm Delete’ preference while in the request. Checking this box will disable the preference
for all requests until the user returns to the ‘Preferences’ tab on the Menu Bar.
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Confirm that you want to delete the eRequisition. You can hide this screen in the future by clicking the check box; to show the screen again, reset the default preference.

—
{ D/‘Dun't show this page again (to reset, click Preferences),
~

5/7/2012 Reset Default Preferences Process Guide 2



o
(N C E-Procurement
@

your service

NC E-Procurement @ Your Service
Navigation Course
Reset Default Preferences Process Guide

3. ‘Expand Item Details’ — This allows users to view more detailed information about each line item

from the eRequisition summary page. If this box is unchecked, users will see an abbreviated
view of each line item at the summary level.
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Hide Details

Mo, Type Description

1 [

Supplier Part Number Qty  Unit Tax Price

0.00000
Trimmers / 22c/ Curved Shaft 122C 3 sach ¥ D $143.9 D $431.88000 USD

Contract ID: 515B
Supplisr: QUALITY MOWER & SAW EQUIP, ING
Location: durham polaris

Federal Award Number: (no walue)

Commodity Cede: 515-10 - Edgers, Trimmers, ...

Bid Mumber: 201101512 - Grounds Maintenance Equipment

Users may also select ‘Hide
Details’ to toggle back to the
condensed line item view.

Total Cost:

$431.23000 USD

‘Show additional information before going to the receiving summary page’ — This allows

users to view the ‘Additional Info’ page when an item has been rejected on the ‘Receive’ page
while editing a receipt. This preference gives users the opportunity to enter comments as to why

an item is being rejected. If this box is unchecked, users will skip directly to the receipt
‘Summary’ page.

Note: Information regarding rejected items does not transfer to NCAS and is used exclusively for the
purposes of a user’s internal tracking. For more information on receiving and rejecting items, please
see the ‘NCAS — Receiving a Line Item’ Process Guide.
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Enter additional information about this item. You may be asked to add asset data for certain types of ikems, or rejection comments if you are rejecting the item.

Date Received:

Select
Receipt
Line Itern Mo 1
¢@' [Baind = o Quantity: 1
1 S Description: test itern
\ »Iﬂdfdmona\ ] ption:
SO nro _’ Prev. Accepted: o
- .
O S Accspted: 0
Rejected: 1

Today, 9:35 AM

Rsjection Reason:

—

t)
\D/ Always go directly to the summary page

Prey summary Exit

5/7/2012

Note: Users may check the box ‘Always go directly to the summary page’ to edit the ‘Additional
Info’ preference while in the receipt. Checking this box will disable the preference for all receipts until
the user returns to the ‘Preferences’ tab on the Menu Bar.
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5. ‘Show catalog on requisition creation’ — This brings the user directly to the ‘Catalog Home’
page when the user chooses to create an eRequisition. If this box is unchecked, users will be
directed to the eRequisition summary page.

Hi Help ™ | Lo t
NCE Procurement A RIS A ome |t oo
- Your service Home Welcome NCAS Requester
@
Supplier RQ20004823: Untitled Requisition I 1tems: 0 Total: §0,00000 USD
B.Wi wilson Paper Co. (6]
GREGORY POOLE ..\ (2130 Add items ta your requisition from the catalog er from your faverites graups. Yau can also enter details for non-catalog items. e
LEXMARK ... (1142) - = P S
QUALITY MOWER & SAW ... (152) Catalog Home N\ Browise |iw Categories | Suppliers \
UNISOURCE INC (01) V| |(caraog ]| (L] [crsts oG ],
Shaw All ., S i r,'
Mpkerralt #: . \i- __/
R A, | Non-Catalog items can be added -
N Contract 10 e H H
Favorites e @] | tothe eRequisition by clicking the
fecent Cheiees = CommedtrCoss | ‘Create Non-Catalog Item’
AGRICULTURAL EQUIPMENT, SUF bUtton' B EQUIPMENT & SUPPLIES (7612)
AGRICULTURAL EQUIPMENT AND SUPPLIES (1447) LABORATORY EQUIPMENT AND SUPPLIES (58)
CHEMICALS (377) ﬁ.. MEDICAL EQUIPMENT AND SUPPLIES [7554)
APPLIANCES, ELECTRICAL, CLOCKS (10334) | OFFICE EQUIPMENT & SUPPLIESfPAPER
APPLIANCES (3280) ZPRINTING (3213)
ELECTRICAL EQUIPMENT (7114) OFFICE EQUIPMENT AND SUPPLIES (2995)
SEEERRN  FAFER AND PAPER PRODUCTS/FLASTICS (61)
BUILDING MATERIALS, MAINTENANCE (3573) FPROMOTIONAL AND AWARD ITEMS (58)
BUILDING MATERIALS (3274} ;EL";EES'(EE?“C”IONS' EQUIPMENT AND
fE JAMITORIAL SUPPLIES AND EQUIPMEMNT (46)
PAINT AND PAINT MATERIALS (253) DIL & GAS
405-00: FUEL, OIL, GREASE AND LUBRICANTS (1)
CLOTHING & TEXTILE ITEMS (1366)
I I CARPET AMD FLOOR MAINTEMANCE AND MACHINES (1295)

6. ‘Display catalog item images’ — This displays an image representing items available from a
supplier’s catalog. If this box is unchecked, catalog information is displayed as text only with no

images.
NCE-Prncuremenl A RIS A rome | el et
@yau\r service Home Welcome NCAS Requester

Supplier RQ20004823: Untitled Requisition I Items: 0 Total: $0.00000 USD
B.W.wilson Paper Cao. (6]
GREGORY POOLE ... (2130} Add items to your requisition from the catalog or from your favorites groups. You can also enter details for non-catalog items.
LEXMARK ... (1142)
QUALITY MOWER & SAW ... (183) Catalog Home Browse By: Categories | Supplisrs
UNISOURCE INC (101} W | Create Mon-Catalog Item
Show all ...
Language Supplier Part #: ‘ ‘
English (33233)
B Contract 1D: | |
Favorites
-~
anmd\t\y Code:| | , - ~
/ N

4
RGRIEULTURAL EQUIPMENT, SUPPLIES & CHEMICALS (1524) 1 X MEPICAL & LAB EQUIPMENT & SUPPLIES (7612)

GRICULTURAL EQUIFMENT AND SUPPLIES (1447) | g %BORATORY EQUIPMENT AND SUPPLIES (58)
AHEMICALS (377) I i. | WEDICAL EQUIPMENT AND SUPPLIES (7554)
\ \ .1
APPLIANCES, ELECTRICAL, CLOCKS (10394) ‘ oFekCE EQUIPMENT & SUPPLIES fPAPER
AbPLIANCES (3280} - /PHINTING (3213)
EJECTRICAL EQUIFMENT (7114) \ PFFICE EQUIPMENT AND SUPPLIES (2998)
I | S /PAFCR AND PAFCR PRODUCTE/PLASTICS (61)
BUJLDING MATERIALS, MAINTENANCE (3573) \ - 4 PROMOTIONAL AND AWARD ITEMS (95)
FUILDING FATERIALS (3274) - PRINTING, PUBLICATIONS, EQUIFMENT AND

SUPPLIES (56)
JIAMITORIAL SUPPLIES AND EQUIPMENT (48)
¢ PAINT AHD PAINT MATERIALS (253) OIL & GAS

405-00: FUEL, OIL, GREASE AND LUBRICANTS (1)
CLOTHING & TEXTILE ITEMS (1366)

CARPET AMD FLOOR MAINTEMANCE AND MACHINES (1295)
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7. ‘Show confirmation page before editing a request’ — This shows the user the ‘Confirm Edit’
page before any changes can be made to a request. If this box is unchecked, users will skip this
step and be directed to the request summary page.

Home | Help ™ | Logout

NCE-Prucllrement AR1B A
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H  creat Search Manage Recent  Prefsrences

’ . TRES
v Confirm Edit
~

~ -
COhffrrm=sh =y want to edit the request. You can hide this screen in the future by clicking the check box; to show the screen again, reset the default preference.

“You will be editing your eRequisition. You may edit any part of the eRequisition by gaing to the appropriate step in the Navigation Panel.

—
I D/‘Dun't show this page again (to reset, click Preferences).
~

Note: Users may check the box ‘Don’t show this page again (to reset, click Preferences)’ to edit
the ‘Confirm Edit’ preference while accessing the request. Checking this box will disable the
preference for all requests until the user returns to the ‘Preferences’ tab on the Menu Bar.

8. ‘Show Navigation Panel’ — This allows users to utilize the search filters when performing a
catalog search. If this box is unchecked, the ‘Refine your results’ Navigation Panel will not
appear on the left-hand side of the screen when a user performs a catalog search.
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Search Manage Recent Preferences
e ~( [CatalogHome
| Gt o esrile ] I |(Seareh | options Create Non-Catalog Item
N
Keyword -,
MR AZAL = Supplier Part #: | ]
kit (358)
Ibs (322) Contract ID: [ ‘
liner (306}
case (304) Commedity Code: ]
Show Al ... “our sesrch path: All Cateqories = AGRICULTURAL EQUIPMENT, SUPPLIES & CHEMICGALS
Supplier

CENTRAL POLY ... (140)
GREGORYT POOLE ... (267)

JOHK DEERE COMPANT (3]
QUALITY MOWER 8 SAW ... (109)
Turf Equiprnent & .., (1)

Show All ..

AGRICULTURAL EQUIPMENT AND SUPPLIES (1447} CHEMICALS (377)

020-00: AGRICULTURAL EQUIPMENT, IMPLEMENTS, AND: 430-00: GASES, CONTAINERS, EQUIPMENT: LABORATORY, MEDICAL,

ACCESSORIES (SEE CLASS 022 FOR PARTS) (365) AND WELDING (58)

S15-00: LAWN MAINTENANCE EQUIPMENT, ACCESSORIES, 665-00: PLASTICS, RESINS, FIBERGLASS: CONSTRUCTION, FORMING,

AND PARTS (MON-AGRICULTURAL APPLICATIONS) (1032) LAMINATING, AND MOLDING EQUIPMENT, ACCESSORIES, AND
SUPPLIES (319)

Manufacturer
Airgas Mational .., {13}
Calico (164)
Jacohsen (378)
Moridge ... (2}
Schiller Grounds ... {12}

Show All ...

Can't find what you are looking far? Create a non-catalog item,

Price
$10.00 - $100.00 USD (431}
$100,00 - $1,000.00 ... (564)
$1,000.00 - $10,000 ... (496)
$10,000.00 - ... (243)
$100,000.00 - ... (5)

Show all ...

Favorites

- Recent Choices - %
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9. ‘Receive email notifications in plain text format’ — This generates the user’s email notifications
in plain text format.

Note: While plain text format supports standard characters, including numbers, symbols, and spaces,
it does not support any type of text formatting, links, or images. Therefore users would not have the
ability to see bold, italics, underlining, or different font sizes in a plain text document.

10. ‘Receive email notifications in compact text format’ — This generates the user's email
notifications in compact text format.

Note: Compact text format allows for images and connection to the open Web.
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