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NC E-Procurement for Non-Integrated Users

NC E-Procurement is the procurement system for the State of North Carolina. The main component for
buyers is the Ariba Buyer software, which enables an online purchasing website that can be accessed by
users in North Carolina State Agencies, Community Colleges, School Systems, and local governments.

The service is a user-friendly Internet-based purchasing system that offers cost savings and an efficient
purchasing process to users. It is designed to enable users to complete a variety of purchasing functions
based on an organization’s business and job functions. The system brings together buyers and suppliers
via the Internet in order to make the traditional procurement process more efficient. It also provides users
with a faster purchasing process, more purchasing options and easy access to catalogs, contracts and
reports.

NC E-Procurement integrates with the financial system of North Carolina State Agencies, which is the
North Carolina Accounting System (NCAS). Additionally, NC E-Procurement integrates in a limited
capacity with the financial systems of Community Colleges and K-12 School Systems (i.e., EP Lite
entities). All other entities will continue to use NC E-Procurement as ‘Non-Integrated.” Non-integrated
agencies have access to create and issue purchase orders within NC E-Procurement but will need to
continue using their specific financial system to encumber the necessary funds. NC E-Procurement
provides access to Statewide Term Contract catalogs and electronic approval flows.

Purchasing Lifecycle for Non-Integrated Agencies:

1. Inthe beginning of the purchasing lifecycle, an eRequisition is created by the requester and has a
status of ‘Composing.’

2. Once the eRequisition is complete, it is ‘Submitted’ for approval.

3. Designated approvers review and either approve or deny the eRequisition.

4. A purchase order is then generated in NC E-Procurement and the status of the eRequisition is
changed to ‘Ordered.’

Note: If the eRequisition is denied rather than approved, the status of the eRequisition changes to
‘Denied.’

5. The purchase order is electronically transmitted to the vendor using their preferred ordering
method chosen by the vendor in their Vendor Registration account.
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I. Logging into NC E-Procurement

As NC E-Procurement is an Internet based purchasing system, it can be accessed by users anywhere
there is Internet access.

The URL for NC E-Procurement is https://buyer.ncqov.com/Ariba

1. Enter the North Carolina Identity Management Service (NCID) User ID and password assigned by
the NCID Delegated Administrator and click ‘Login.’

Note: Each user is assigned a unique NCID User ID and password with which to log into NC E-
Procurement. Users may work with the NC Identity Management team and his/her entity’s NCID
Delegated Administrator (DA) to set up users for his/her specific agency. To add a new user, refer to
the ‘User Maintenance eForm’ process guide.

Note: When logging into NC E-Procurement, users will automatically be taken to the Ariba
Dashboard. Alternatively, users can select a different page to be displayed upon login by using the
‘Go to’ drop-down menu (e.g., Approval queue).
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Il. Ariba Dashboard

The Ariba Dashboard allows users to select which task they want to complete. There are customizable
Ariba Dashboard tabs within the Ariba Dashboard. Additionally, portlets in the Ariba Dashboard can be
added, removed, and moved around depending on the user’s preferences. The portlets contain direct
links for the user to access information at different phases of the purchasing cycle. Within each Ariba
Dashboard tab there is a Menu Bar. The Menu Bar is the same for each tab, and includes a ‘Create’
Shortcut Menu, ‘Search’ Shortcut Menu, ‘Manage’ Shortcut Menu, and ‘Preferences’ Shortcut Menu.
Each of these sections allows users to quickly access the part of the system that they need.

Create: Allows users to create eRequisitions and eForms, based on the user’s permissions.
Search: Allows users to search for approvables, such as eRequisitions and Purchase Orders.
Manage: Allows users to run reports, based on their permissions.

Preferences: Allows users to locate and edit their profile, as well as set appearance and email
preferences.

Note: Reference the ‘NC E-Procurement Overview’ process guide for more information regarding
navigating and customizing the Ariba Dashboard.
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[ll. Creating an eRequisition

An eRequisition is created when the user selects items to order within NC E-Procurement. The user
initiating the eRequisition is referred to as the ‘Requester.” All items on a Non-Integrated eRequisition
should be purchased from a single supplier.

The ‘My Documents’ portlet on the Ariba Dashboard will display any eRequisitions created by the user
that is currently logged in, as well as displaying the status of that item. The user can click on the
eRequisition ID to easily access the requisition. There are two main steps required to create an
eRequisition:

1. Add items — Select and add items to the shopping cart.

2. Summary — Enter title, shipping, comment, and attachment information, as well as review the
eRequisition for accuracy.

The Ariba Dashboard, shown below, is the first page displayed once the user logs into NC E-
Procurement. To begin an eRequisition, the user should click ‘eRequisition’ either in the ‘Create’
Shortcut Menu from the ‘Common Actions’ portlet, or from the ‘Create’ shortcut menu on the Menu Bar.

ARIBA® Home | Help ™ | Logout
NCE-Prunuremenl
'—’ =@y service Home Welcome Mon-Int Requester

Create Search Manage  Preferences

- -
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1.0 Adding Line Items to an eRequisition

Users must choose what type of line item they would like to add to their eRequisition. There are four
types of items that can be added to the eRequisition: Catalog, Non-Catalog, and Punchout. Below is a
brief description of each line item type:

A. Catalog Item — A catalog item is a Statewide Term Contract item that has been loaded into the NC E-
Procurement online catalog. Catalog items contain the description, vendor, price, and commodity code
information from the appropriate Statewide Term Contract.

Note: Please see the ‘eRequisition Catalog Item’ process guide for more information on catalog
items.

B. Non-Catalog Item — A non-catalog item is an item that is not on Statewide Term Contract. Users
must enter the item description, vendor, price, and commodity code information for these type items.

Note: Please see the ‘eRequisition Non-Catalog Item’ process guide for more information on
non-catalog items.

C. Punchout — A punchout site is a website created and maintained by state contract suppliers
specifically for the State of North Carolina. This allows buyers to access these catalogs from NC E-
Procurement in order to view term contract item(s) on the supplier’'s website. This is similar to shopping
on the supplier’s website; however, users access the specific site through NC E-Procurement.

Note: Please see the ‘eRequisition Punchout Item’ process guide for more information on
punchout items.
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1.1 Catalog Items
Users can add catalog (Statewide Term Contract) items to their eRequisition from the ‘Add Items’ page
using the catalog search functionality. From the ‘Add Items’ page, the user can also navigate to the
Punchout options, as well as choose to create a non-catalog item.
Users can search the catalog using several methods, in addition to being able to browse the catalog by
clicking a Supplier Name or Category. The user can click ‘Options’ to view additional search field
options.

1. Keywords (e.g., pen) may be entered in the first free-text field next to the ‘Search’ button.

2. Supplier Part #: If the user knows the Supplier Part Number of the item, enter it here.

3. Manufacturer Part #: If the user knows the Manufacturer Part Number of the item, enter it here.

4. Contract ID: Enter the specific State of North Carolina Statewide Term Contract ID here to

search for all catalog items on a specific Statewide Term Contract. A list of Contract IDs may be
found at http://www.pandc.nc.gov/numlistt.aspx.

5. Commodity Code: The National Institute of Governmental Purchasing (NIGP) provides a
standardized list of Commodity Codes. Commodity Codes provide a means for classifying goods
and services to promote purchasing efficiency. A list of Commodity Codes and the
goods/services they represent may be found at http://www.pandc.nc.gov/ipsalpha.aspx.

ARIBA* Home | Help ~ | Logout

NCE-Prncurement

@yaur service Home Welcome NCASRequester NCASRequester

[ Create  Search  Manage  Preferences

RQ16999408: Untitled Requisition ¥ rtems: 0 Total: $0.00000 USD

Supplier

C.A. Short Company (98)
CLARCOR Air ... (268)
Koch Filter ... (7)

Add items to your requisition from the catalog or from your favorites groups. You can also enter details for non-catalog items.

Turf Equipment & ... (143) Catalog Home T~ Q Browse By: Categories | Suppliers
e L Catalog ¥ | penl 4 gptions Create Non-Catalog Item

Show All ...

J MEDICAL & LAB EQUIPMENT & SUPPLIES (4443)
DRUGS & MEDICINES (21)

RY EQUIPMENT AND SUPPLIES (58)

QUIPMENT AND SUPPLIES (4363)

IPMENT & SUPPLIES/PAPER/PRINTING (4543)
UIPMENT AND SUPPLIES (4411)

Language
English (163050)

. =
Browse the catalog by
clicking a Supplier

PAPER PRODUCTS/PLASTICS (84)
Name or a Category NAL AND AWARD ITEMS (38)

PRINTING, PUBLICATIONS, EQUIPMENT AND SUPPLIES (56)

AGRICULTURAL EQU

Favorites CHEMICALS (444)

- Recent Chaices - v “  APPLIANCES, ELECTRICAL, CLOCK]

APPLIANCES (3301)
ELECTRICAL EQUIPMENT (18847)

)
BUILDING MATERIALS (3282)
JANITORIAL SUPPLIES AND

OIL & GAS (56)
405-00: FUEL, OIL, GREASE AND LUBRICANTS (56)

POLICE & SAFETY EQUIPMENT (320)
POLICE EQUIPMENT (180)
SAFETY EQUIPMENT (140)

FOOD & RELATED ITEMS (252)

165-00: CAFETERIA AND KITCHEN EQUIPMENT,
COMMERCIAL (1)

393-00: FOODS: STAPLE GROCERY AND GROCER'S
MISCELLANEQUS ITEMS (278)

740-00: REFRIGERATION EQUIPMENT AND
ACCESSORIES (3)

I FURNITURE (OFFICE, EDUCATIONAL AND HEALTH
= CARE) (35404)
420-00: FURNITURE: CAFETERIA, CHAPEL,
DORMITORY, HOUSEHOLD, LIBRARY, LOUNGE,

SCHOOL (58783)
425-00: FURNITURE: OFFICE (26615)

HIGHWAY CONSTRUCTION EQUIPMENT.
GROUNDS (6322)
HIGHWAY CONSTRUCTION EQUIPMENT AND
SUPPLIES (5322)

m MACHINES, TOOLS, MATERIAL HANDLING (7143)

SERVICES (CONTRACTUAL & CONSULTANT) (2136)
915-00: COMMUNICATIONS AND MEDIA RELATED SERVICES (113)
920-00: DATA PROCESSING, COMPUTER, AND SOFTWARE SERVICES (546)
929-00: EQUIPMENT MAINTENANCE, RECONDITIONING, AND REPAIR
SERVICES - AGRICULTURAL, and HEAVY INDUSTRIAL EQUIPMENT (1)

More ...

TECHNOLOGY ITEMS (113982)
COMMUNICATION EQUIPMENT (5496)
COMPUTERS AND RELATED ITEMS (5486)

TRANSPORTATION (VEHICLES & SUPPLIES INCLUDING MARINE) (12543)
TRANSPORTATION, VEHICLES AND SUPPLIES (12543)

Uncategorized Items (3431)
# Sargent-Welch (Puncheut Catalog) - 493C at Sargent-Welch

VRIE] ElT
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Enter the desired search criteria and click ‘Search.’

After conducting a search, the results page (shown

in the below screenshot) will be displayed. It

will provide further options for refining the search and evaluating the results.

The ‘Refine your results’ Shortcut Menu will allow

the user to refine the results based on various

characteristics, such as Supplier or Keyword. Options available here will depend on the results
returned. Select an option from this menu to see only those results that match the criteria.

back through the trail of the search.
10. Clicking a link next to ‘Sort By’ allows users to sort
Price, or Name.

Relevance places the items with the best o
Price places the least expensive items clos
Name sorts the list alphabetically by name.

a.
b.
c.

‘“Your search path’ displays the trail of the user’s current search. Click any of the links to move

the search results based on Relevance,

r most complete match near the top.
er to the top.

— —————

RQ16999408: Untitled Requisition

Eommey) 3

7 rtems: 0 Total: $0.00000 USD

- N
( Refine your results
~ =<

] — -
Keyword

drawer (238)

Add items to your requisition from the catalog or from your favorites groups. You can also enter details for non-catalog items.

Catalog Home

Show All ...
* Supplier Punchout Catalog Resources
Category
020-67: ... (1) ~ MyOfficeProducts (1) * Forms & Supply,
204-53: (1) MyOfficeProducts (Punchout Cataloeg) -
287-78: Teaching ... 615A
425-21: Desks and .
470-80: Wheelchairs ... ~ Piedmont Office Suppliers (1)

Show Al ... Piedmont Office (Punchout Catalog) - 615A
Supplier

C.A. Short Company (3)
DARRAN Furniture ... (24)
GREGORY POOLE ...

508 items found

Legacy Furniture ... (1)
SOUTHERN ... (8) ; n
SVC-PB-SE-00001 Mobile Armor- Deployment Engineer ...
Snilicn $200.00 USD
Language aty: 1
English (512)
Add to Favorites
Manufacturer ] "
CDF School Furniture (5)
DARRAN Furniture (2
LEGACY FURNITURE
SANFORD (1)
Tiffany Industries ... (19)
Show All ... N -
Award, 5 Year, Ballpoint pen has a click-top and ...
Price $9.59 USD
$1.00 - $10.00 USD (4) s [T
$10.00 - $100.00 USD {123) Qty:
$100.00 - $1,000.00 ... (237) il Add to Favorites
$1,000.00 - $10,000 ... {137)
$10,000.00 - ... (1)
Show All ...
Favorites
- Becent Choices - v

Forms and Supply (Punchout Catalog) -
615A

- =
N
_pen_ - ( Options Create Non-Catalog Item
I'd -

Inc-FSloffice (1) ~ CAROLINA IMAGING (1)

Carolina Imaging (Punchout Catalog) -
615A

Shorten View

-
2050100 resules per pagd_ Sort By: Relevance | Prics | Name N Visw: Details | Thumbnails
~2 -

-

Page 1 v F

Supplier: Panasonic Computer Solutions C

Supplier Part #: CF-SVCMADEPENG
Term Contract: 204B
Available in: 30 Day(s)

DIST

SWC-PB-SE-00001 Mobile Armor- Deployment Engineer - PolicyServer and Client
Installation Services - Per Hour

Supplier: C.A. Short Company

Supplier Part #: SNCB001
Term Contract: 0804
Available in: 15 Day(s)

Award, 5 Year, Ballpoint pen has a click-top and a chrome finish. Includes State Seal on
pen cap.
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Note: There are several icons that may be displayed on a catalog line item that indicate
additional information about the item or supplier.

11. Click the Scroll icon to see a PDF version of the Statewide Term Contract.
Note: The PDF file will open in a pop-up window. Pop-up window blockers must be turned off to

allow the window to appear. Adobe® Reader® is required to view PDF files. Adobe® Reader®
is available for free download at http://get.adobe.com/readet/.

12. The Recycled Content icon indicates that the item is made from recycled materials.

TTIoTTET Yrew |
70 items= found Show: 20|50]100 results per page Sort By: Relevance | Price | Mame Wiew: Details | Thumbnails
— [add to Cart Add to Favorites 4 Page [z & »
Carpet, 28 oz, Crossley, Pennant Race, 12" _.. Supplier: Tandus US LLC
$21.78 USD
aty: [1 Supplier Part #: 30301
' Term Contract: 3604
addt add to Favorit adlable in: 45 Day(s) Scroll Icon
0 >§<'
1
(& g Recycled
= Content Icon
Carpet, 28 oz, Crossley, Pennant Race, 12' Brl - op, Antron
Lumena&rea; Mylon Solution Dyed, Backing: LifeLONGSE ¢, Click on product description
far ardering instructions and additive pricing.
a L

13. The DIST icon indicates that an item is supplied by a distributor. Once the item is added to the
shopping cart, the user will need to select the appropriate distributor through the ‘Supplier’ field.

14. The HUB icon indicates that the item is supplied by a registered Historically Underutilized
Business (HUB).

‘rour search path: Catalog » "capital air"

338 items found Show: 2050|100 results perpage  Sort By: Relevance | Price | Hame View: Details | Thumbnails
~ [ add to cart Add to Favorites Page |1 | b

FILTER, STYLE 2, GRADE 4 - AFB SYNTHETIC 8 PKT ... Supplier: Capital Air Filters, Inc,

7 ~
$16.68 USD (HUB )¢ HUB Icon
Qty: |1 SuppliesPart #: 4CAFB3E550415
Terrn Contract: 031B

O add to Cart| Addte Favorites Available in: 5 Day(s)

P I
( DIST ): DIST Icon
“FHTERr 3TVLE 2, GRADE 4 - AFB SYNTHETIC & PK ] 13, 85%

EFFICIENCY- SIZE 20X24x15
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15. Using the ‘View’ options, the user can choose whether to view the item in a more detailed view,
or as a Thumbnail view.

Refine your results

Keyword
drawer (238)
dask (184)
black {153)
wood (153)
tier (148)
Show All ...

Category

204-53: ... (1)
287-78: Teaching
425-21: Desks and
470-80: Wheelchairs ... (19)

Show All ...

Supplier

C.A. Short Company (3)
DARRAN Furniture ... (24)
GREGORY POOLE ... (3)
Legacy Furniture ... (1)
SOUTHERN ... (&)

Show All ...

Language

English (512)
Manufacturer

CDF School Furniture (5)
DARRAN Furniture (24)
LEGACY FURNITURE ... (1)
SANFORD (1)

Tiffany Industries ... (1)
Show All ...

Price

$1.00 - $10.00 USD (4)
$10.00 - $100.00 USD (129)
$100.00 - $1,000.00 ... (237)
$1,000.00 - $10,000 ... (137)
$10,000.00 - ... (1)

Show All ...
Award, 5 Year, Ballpoint pen has a click-top and a chrome finish. Includes State Seal on
Favorites pen cap.
~Decent Choices - v

RQ16999408: Untitled Requisition

I 1tems: 0

Total: $0.00000 USD

Add items to your requisition from the catalog or from your favorites groups. You can also enter details for non-catalog items.

Catalog Home

Options

Create Mon-Catalog Item

Your search path: Catalog > "pen”

# Supplier Punchout Catalog Resources

* MyOfficeProducts (1)

MyOfficeProducts (Punchout Catalog) -
615A

~ Piedmont Office Suppliers (1)
Piedmont Office (Punchout Catalog) - 615A

508 items found

- [Addtocan Add to Favericas

$200.00 USD
Qty: 1

L GEme -

to Favorites

$9.59 USD
Qty: 1

ST

to Favori

~ Forms & Supply, I
Forms and Suppl|

615A

SVC-PB-SE-00001 Mobile Armor- Deployment Engineer ...

Award, 5 Year, Ballpoint pen has a click-top and ...

about the item is
displayed.

View is set to ‘Details’
so more information

IAGING (1)
maging (Punchout Catalog) -

/50| 100 results per page

Sort By: Relevance | Price | Namea,

Supplier: Panasonic Computer Solutions €

Shorten View
_ — — =hetten Ylew

~
=u: Details | Thumbnails
E——

—_—————

Page 1 ~ b

Supplier Part #: CF-SVCMADEPENG
Term Contract: 2048
Available in: 30 Day(s)

DIST

SVE-PB-SE-00001 Mobile Armer- Deployment Engineer - PolicyServer and Client

Installation Services - Per Hour

Supplier: C.A. Short Company

Supplier Part #: SNC8001
Term Contract: 080A
Available in: 15 Day(s)

Refine your results

Keyword
drawer (238)
desk (1
black (159)
wood (153)
tier (148)
Show All ...

Category
020-67:
204-53: ... (1)
287-78: Teaching ... (37)
425-21: Desks and ... (171)
470-80: Wheelchairs ... (19)
Show All ...

Supplier

C.A. Short Company (3)
DARRAN Furniture ... (24)
GREGORY POOLE ... (3)
Legacy Furniture ... (1)
SOUTHERN ... (6)

Show All ...

Language

English (512)
Manufacturer

CDF School Furniture (5)
DARRAN Furniture [24)
LEGACY FURNITURE ... (1)
SANFORD (1)

Tiffany Industries ... (19)
Show All ...

Price

$1.00 - $10.00 USD (4)
$10.00 - $100.00 USD (129)
$100.00 - $1,000.00 ... (237)
$1,000.00 - $10,000 ... (137)
£10 00000 - 13

RQ16999408: Untitled Requisition

M rtems: 0

Total: $0.00000 USD

Add items to your requisition from the catalog or from your faverites groups. You can also enter details for non-catalog items.

Catalog Home

Options

Create Non-Catalog Item

Your search path: Catalog > "pen”

* sSupplier Punchout Catalog Resources

* MyOfficeProducts (1)

MyOfficeProducts (Punchout Catalog) -
615A

* Piedmont Office Suppliers (1)
Piedmont Office (Punchout Catalog) - 615A

508 items found

| (o Ear) [Gompare)

D SVC-PB-SE-00001 Mobile Armor- D

Deployment Engineer ...
$200.00 USD

Qty: 1

to Favorites

Display Option, for Mobile Ruggedized
B LLELL v ag 0

Computer, ...
$424.15 USD

av: 1

to Favori

[ Display Option for Mobile Ruggedized 0

Computer, ...
$339.15 USD

Qty: 1

o Favorites

Add to Cart

~ Forms & Supply, Inc-F
Forms and Supply (H

€ H ’
Form Thumbnails’ so less
information about the
item is displayed.
Shorten View
\?P -
Show: 20|50 | 100 resulfE perpage  Sort By: Relevance iew: Details | Thumbnails |
~ = —— ——
Page 1 ~ b
Award, 5 Year, Ballpoint pen has a click- B Award, 35 Year, Waterman® ball pen in
top an:
$9.59 USD $60.85 USD
Oty: 1 Add to Cart Oty: 1 Add to Cart
A, o Favorites Ay o Favorites
Display Option for Mobile Ruggedized B Stylus Pen for CF-19 Mk2, MK4, Mk5 Dual
Computer, ... Touch, ...
$424.15 USD $40.50 USD
Oty: 1 Add to Cart Oty: 1 Add to Cart

View is set to

ING (1)
ging (Punchout Catalog) -

to Favorites

MULTIMETER, PEN STYLE, 3200 COUNT =]

$37

.83 USD

i1 Add to Cart

o Favorites

Touch Pen Stylus, for Mobile Ruggedized
Computer, ...

$84.15 USD
Qty: 1

o Favorites

Add to Cart
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16. The user can add items to their eRequisition at any time by checking the box next to the desired
item and clicking the ‘Add to Cart’ button next to that item. To add multiple items, the user can
check the box next to more than one item and then click ‘Add to Cart’ at the top of the search

Rty o e als RQ16999408: Untitled Requisition NI¥ Items: 0 Total: $0.00000 USD -_Suﬂ,",ﬂal,y Em[
Keyword Add items to your requisition from the catalog or from your faverites groups. You can also enter details for non-cataleg items.
drawer (238)
desk ( Catalog Home
oiack Catalog ] pen optons
tier (148) Your search path: Catalog = "pen”
Show All ...
ES Supplier Punchout Catalog Resources
Category
020-67: ) * MyOfficeProducts (1) ~ Forms & Supply, Inc-FSIoffice (1) ~ CAROLINA IMAGING (1)
204-53: ) MyOfficeProducts (Punchout Catalog) - Forms and Supply (Punchout Catalog) - Carolina Imaging (Punchout Catalog) -
287-78: Teaching . 615A 615A 615A

425-21: Desks and
470-80: Wheelchairs

~ Piedmont Office Suppliers (1)
piedmont Office (Punchout Catalog) - 615A

Show All ...
St Shorten View
C.A. Short Company (3"‘ 508 items found Show: 2050100 results per page  Sort By: Relevance | Price | Name  View: Details | Thumbnails
DARRAN Furniture ... (24) - ——
GREGORY POOLE .. (3) ([2dd o Cart A Favoritas Page 1 ¥ b
Legacy Furniture ... (1) S =~
SOUTHERN ... (8) _ N
" " SVC-PB-SE-00001 Mobile Armor- Deployment Engineer ... Supplier: Panasonic Computer Selutions C
Ll $200.00 USD
Language s 1 Supplier Part £: CF-SVCMADEPENG
e Qvilia | Term Contract: 2045
English (512) - ~ !
¢ T Yadd to Favorites Available in: 30 Day(s)
Manufacturer [N\ Addtetart] T -

[——

CDF School Furniture (5)
DARRAN Furniture (;
LEGACY FURNITURE .
SANFORD (1) SVC-PB-SE-00001 Mobile Armor- Deployment Engineer - PolicyServer and Client

Tiff: Indust! (13) Installation Services - Per Hour
iffany Industries ... (12)

DIST

17. The user can compare two or more items side by side to quickly review the attributes of those
items. Check the boxes next to the items to be compared and click the ‘Compare’ button.

508 items found Show: 20(50]100 results perpage  Sort By: Relevance | Price | Name  View: Details | Thumbnails
===
~ [add to ca ‘ Ii.:: to Favorites Page 1 ~ }

S =

SVC-PB-SE-00001 Mobile Armor- Deployment Engineer ...
$200.00 USD

ty: 1 Supplier Part #: CF-SVCMADEPENG
Qty: Term Contract: 204B

o Add ta Favorites Available in: 30 Day(s)

Supplier: Panasonic Computer Solutions €

DIST

SV C-PB-SE-00001 Mobile Armaor- Deployment Engineer - PolicyServer and Client
Installation Services - Per Hour

Award, 5 Year, Ballpoint pen has a click-top and ...
£9.59 USD

A Supplier Part #: SNC3001
Qty: Term Contract: 080A

=] Add ta Favorites Available in: 15 Day(s)

Supplier: C.A. Short Company

Award, 5 Year, Ballpoint pen has a click-top and a chrome finish. Includes State Seal on
pen cap.

5/20/2019 NC E-Procurement for Non-Integrated Users 10
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18. Once ‘Compare’ has been clicked, the ‘Compare Items’ page will be displayed. Once the user
has reviewed the information, click ‘Done’ to return to the search results.

19. In order to add items directly from the ‘Compare Items’ page, update the quantity for the desired
item and click ‘Add to Cart.’

Home | Help ™| Logout

NCE-Prncurement ARIB A"

@your service Welcome NCASRequester NCASRequester

Compare ltems

—-——

~
a: ( e ) a: -
.

L r—

Item Image

Price $9.59 USD $60.85 USD

Product Description ;\::rci,ps Year, Ballpoint pen has a click-top and a chrome finish. Includes State Seal on g:r:lrd, 35 Year, Waterman® ball pen in presentation box with imprinted State
Contract ID 080A 080A

Supplier C.A. Short Company C.A. Short Company

Supplier Part # SNCB8001 SNCB8079

Manufacturer QUILL SANFORD

Manufacturer Part # 150 BLACK 22010

Available in 15 Day(s) 30 Dayis)

Retail Unit Price

Information from Supplier

Information from Manufacturer

20. Once ‘Add to Cart’ is selected, the ‘Summary’ page will be displayed and the selected item(s)
will display on the eRequisition.

21. More items can be added to the eRequisition at this point by clicking ‘Add from Catalog’ or ‘Add
Non-Catalog Item.’

ARIB A* Home | Help ~ | Logout
NCE-Pruuuremenl
@yaur service Home welcome NCASRequester NCASRequester

[ Creats Search Manage Recent  Preferences

RQL6999408: Untitled Requisition Back to Catalog

Review your requisition, make changes as necessary, and submit the request for appraval.

Title: Untitled Requisition

Pre-Encumbrance Status: Not Encumbered

On Behalf OF: " [ncasrequester ncase & |

Delay Purchase Until: £
Buying Entity: *|13eG E
Transmit To Supplier?
My Labels: 6 Apply Label...
Line Items (1) Show Details [
No. Type Description Supplier Part Number Qty Unit  Tax Other Price Amount
0.00 $0.00
1 [E]  Award, 5 Year, Ballpoint pen has a dick-tep .. SNCB001 1 each $usn ﬁsu $9.55 USD  $9.59000 USD
e m e, e ——
L |72dd from Catalog,,. X[ dd Nen-Catalog ftem...|?

Total Cost: $9.52000 USD

Update Total
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1.2 Non-Catalog Items

1. Click the ‘Create Non-Catalog Item’ button to enter information for a non-catalog item.

NC ARIB A Home | Help | Logout
E-Procurement
@y{:u{ service Home Welcome NCASRequester NCASRequester
[ Create Search Manage Recent Preferences
] RQ16999408: Untitled Requisition MY Ttems: 1 Total: §3.59000 USD
Refine your results
Keyword Add items to your requisition from the catalog or from your favorites groups. You can also enter details for non-cataleg items.
man (1798)
grade (1048) Catalog Home - == ~o
:‘ahr:t((lélzl_" Catalog ™| educational Options I\ Create Non-Catalog Item | |\
eig )
e = ——
station (557) Your search path: Catalog > "educational” S———
Show All ...
® gupplier Punchout Catalog Resources
Category
287-73: Teaching ... (7802) ~ CAROLINA BIOLOGICAL SUPPLY CO. (1) ~ Fisher Scientific Company LLC (1) + Sargent-Welch (1)
345-32: First Aid ... (1) Carolina Biological (Punchout Catalog) - Fisher Science Education (Punchout Sargent-Welch (Punchout Catalog) - 493C
420-59: Lounge ... (1048) 493C Catalog) - 493C

420-64: Lounge ... (21)

Shorten View
Uncategorized Items (3) Shorten View

Show All ... 8,033 items found Show: 20|50 100 results perpage  Sort By: Relevance | Price | Name  View: Details | Thumbnails
Supplier - [Add te Cart Add to Favaritas Page 1 ~ F

CAROLINA BIOLOGICAL ... (1)
Fisher Scientific ... (1)

N " Table, Classroom, Computer, General Purpose, 26.5 ... Supplier: CUSTOM EDUCATIONAL FURNITURE, LLC
Hampden Engineering ... (2)
Sauder ... (1069) $115.00 USD |
27307 . Supplier Part #: BAS-4H-24PS-G1W
EONIRERNE Qty: 1 Term Contract: 4208
Show All ... Addta Carc] Add to Favorites Available in: 21 Day(s)
Language [} .

English {8238) A

Manufacturer

Ansell (4) Table, Classroom, Computer, General Purpose, 26.5"H 30"D 24"W, Custom Educational
Ever Ready (1) Furniture (CEF), Printer Stand. Type I Double Pedestal, Fixed Height, With Grommets in
Hampden Enginesring ... (2) Top, full length cable management tray. Adjustable floor glides (Metal)

Intelitek (3)

Marcraft (344) Table, Classroom, Computer, General Purpose, 26.5 ... Supplier: CUSTOM EDUCATIONAL FURNITURE, LLC

Show All ... $159.00 USD

w: s

brovos sraneo o on | L Y A

$1,000.00 - $10,000 ... (2521)

$10,000.00 - ... (537) A

$100,000.00 - ... (2)

Show All ... Table, Classroom, Computer, General Purpose, 26.5"H 30"D 42"W, Custom Educational
Furniture (CEF), Single Table/workstation. Type I Double Pedestal, Fixed Height, With
Favorites Grommets in Top, full length cable management tray. Adjustable floor glides (Metal)

- Recent Choices - v

2. Populate the available fields based on the item that is being ordered.

a. Full Description: Enter a description of the item being purchased. Be sure to enter as
much detail as necessary for the supplier to accurately fulfill the item.

b. Commodity Code: Locate the appropriate commodity code that describes the item being
purchased by using the dropdown box. If a desired commaodity code is not listed in the
dropdown box, select ‘Search for more...’ to search for the appropriate code.

Note: It is important to select the appropriate commodity code as the State of North Carolina
uses this for reporting purposes. Commodity codes that begin with a “9” describe service type
commodities. These codes should not be used when purchasing goods.

c. Supplier: Locate the supplier in the dropdown box. If the supplier is not listed in the
dropdown box, choose ‘Search for more...” to search for the appropriate supplier.

d. Location: If the default location is not the appropriate one, click on ‘Select’ and choose the
appropriate location.

e. Supplier Part Number: Enter the appropriate supplier part number. This will assist in
receiving the correct item.

5/20/2019 NC E-Procurement for Non-Integrated Users 12
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f. Recycled Content: Select the appropriate radio button to reflect if the item contains
recycled products.

g. Item Classification: The commodity code selected will automatically update the item
classification to reflect if the item is a Good or Service.

h. Contract: Select the appropriate Contract Type if the item is on contract (Statewide, IT
Convenience, or Agency Specific) and select the correct Contract ID from the field that

o
NC AR B A* Home | Help ~ | Logout
E-Procurement
@\m service
RQ16995408: Untitled Requisition
Q a ' ¥ 1tems: 0 Total: $0.00000 USD Carce |
If you cannot locate an item in the catalog, request a non-catalog tem using the fields below. Non-catalog items may take longer to process because your purchasing department may get involved to ¥
Full Description: " Aerial Photography Services - Quantity: 1
Unit of Measure:  each (V)
Commedity Code: * 1905-05 - Aerial Photogr! 9 Price: so.00ouso 3
Supphier: Tax Rate: 6.75% ¥
Location: Tax Amount: $0.00 USD
Bid Number: ITS 205 ssment Services ;
. %)
Supplier Part Number:  Air-72110 Fields that have a
ReCYaaa Connts Yes ®No symbol are required
Item Classification: Service
Contract Type: Statewide et

Contract: " le18a; i seser

Blanket Purchase? Yes @ No

Update Total
ACCOUNTING - BY LINE ITEM
Accounting data is not required. Please select the next step in the requisitioning process.
Federal Award Number: V)
Government Grant 1D:
Grant 10: )
&=

i. Blanket Purchase: Select the appropriate radio button to reflect if the item is a blanket
order.

j-  Quantity: Enter the appropriate quantity.

k. Unit of Measure: Locate the appropriate unit of measure in the drop-down menu. If the
desired unit of measure is not listed in the drop-down menu, choose ‘Search for more...’

I.  Price: Enter the price of the item.

m. Tax Rate: Enter the tax rate for the item being purchased. If no taxes should be applied
to the item, select ‘Other.” Unless specifically requested by the user’s entity, the tax rate
will default to the current North Carolina sales tax rate.

n. Tax Amount: This field automatically calculates based on the selected tax rate. Users
may enter a specific tax amount in this field when the tax rate of ‘Other’ is selected.

Note: Shipping/Freight charges should be included as a separate line item using the freight
commodity code, ‘962-86 — Services: Transportation of Goods (Freight).” This will prevent the
supplier from being charged the 1.75% transaction fee for this service.

5/20/2019 NC E-Procurement for Non-Integrated Users 13
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0. Amount: This field is automatically calculated based on the information entered above.

3. Click ‘OK.’

Homa | Help * | Logout

NC{-Ptu:umnani AR B A

VOUF SorvicT

RQ16999408: Untitle

Home

[H cCreste Sanrch Manage Preferances

d Requisition

M7 ttems: 0 Total: $0.00000 USD

=

If you cannot locate an item in the catalog, request a non-catalog item using the fields below. Monec

atalog items may take longer to process because your purchasing department may get involved to

Full Description: " Aerisl Photography Quantity: 1
Unit of Measure: | gach [~]
Commodity Code: * |a08-08 - Amrial Bhotoar; (9 rica: o =
Prica: $950.00 USD
Supplierz Tax Rata: 6.75% =
Location: Tax Amount: $54,125 USD
Bid Nusmber: ervices Other Costs: $0.00 USC |

Supplier Part Number:  AIR-T2110
tecycted Conterss S Click the ‘Update Total’
tbarn Classfication:  Service button to recalculate
Cantract Type: Sutewide = Amount when changes
Contract: B: Security Aseesd ® are made to the item
Blanket Purchase? Yes @ Mo being added.
AT TS

‘ \
\ Ligdlata Total -

—_—-—

¥

ACCOUNTING - BY LINE ITEM

Click ‘OK’ when

all of the fields
are completed
as desired.

Acoountng data is not required. Please select the next step in the requistioning proce
Fadaral Award Numbar: &

Government Grant 10

Grart 1D: [ o
=

(=]
\5—,

1.3 Punchout Items

1. Conduct a catalog search for the supplier’s punchout site.
Note: To see all available punchout catalogs, use ‘Punchout’ as the search term.

2. Click the name of the punchout supplier to access the supplier's punchout website.
Note: Some supplier punchout sites may be blocked if the user’s internet browser security
settings are prohibitive. The user should check with their agency’s IT department before making
any security setting changes.
Note: The individual suppliers maintain their own Supplier punchout sites. NC E-
Procurement maintains a list of current punchout sites and their availability. This list can be found

on the NC E-Procurement Homepage or by following the below link:
http://eprocurement.nc.gov/Buyer/Punchout Catalog Status.html.

5/20/2019 NC E-Procurement for Non-Integrated Users 14
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Since individual suppliers maintain their own punchout sites, each site may differ in appearance and

navigation; however, the same basic logic is used to navigate each site. When shopping on a punchout
site, users will add the desired items to the shopping cart and ‘Submit’ the shopping cart back to NC E-
Procurement. Once the checkout process is complete on the punchout site, the items will appear on the

eRequisition.

Note: To make changes to line items from a punchout site, the user must return to the supplier’s
punchout site. To do so, click on the description of one of the listed punchout line items.

.
NCE-Frucu@enl AHLE A

@your service

Home | Help ~ | Logout

Welzame Mon-Int Requaster

Catalog Home

Refine your results

Category " "
Uneategorized Ttems (17) our search path: Catalag > "punchout punchout catalogs
Supplier
Cardlina Biclogical ... (1) & supplier Punchout Catalog Resources to browse.
En Pointe ... (1
Hew\ett—Pack(arL 1) ~ Hewlett-PackardCompany (Mo accoupll” ~ carolina BiologicaT Supply Company (Incy ——— ¥ En Pointe Technologies, Inc. - Test (1)
SHI Tnternational .. (2) Test {1y = T~ (TEST (Y En Pointe Technologies (Punchout
Thermo Fisher . (2) 4 Hewlett-Packard (Compaq) (Punchout Carolina Biological (Punchout Catalog)...208H

Show All ...
Language
English (17)
Manufacturer
Compag/HP (1)
Correction ... (1)
En Pointe ... (1)
Fisher Scientific (1)
MyOfficeProducts, ... (1)
Show All ...

Favorites

- Recent Choices - v

N _ Catalog) - ...
=~ o -

~ Thermo Fisher Scientific {Test) (2)

Fisher Scientific (Punchout Catalog) -
4934

Fisher Science Edu {(Punchout
Catalog)-493C...

~ IBM - MICROCOMPUTERS (2044) (1)

IBM (Punchout Catalog)...2044

~ Grainger Manual Test (1)
W W GRAINGER INC {Punchout

Catalog)- 445B...

~ Dell Inc. - US - B2B (Test) (1)

Dell (Punchout Catalog) - 2044
Microcomputers and

Catalog)...493C

~ SHI International Corp - TEST (2)

SHI Government (Punchout Catalog) -
208H ...

SHI Academic (Punchout Catalog) -
208H Microsoft

~ MyOfficeProducts - TEST (1)

MyOfficeProducts (Punchout Catalog)
- 615A...

~ Equote Punchout (1)
eQuote Punchout Site

~ Piedmont Office Suppliers fFais (1)
Faison Office Product dba Piedmont
Office Supplier

Choose one of the

Create Non-Catalog Item

~ Lenovo - TEST (1)

Lenovo (Punchout Catalog) - 204A
Microcomputers .

~ Forms & Supply, Inc. - TEST (1)

Forms and Supply (6154 Punchout
Catalog)

= North Carolina Correction Enterprises -
TEST (1)

Correction Enterprises (Punchout
Catalog)...001A

~ Sargent-Welch - TEST (1)

Sargent-Welch (Punchout
catalog)...493C

Shorten Yiew

5/20/2019
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2.0 Summary

The ‘Summary’ page allows the user to enter a title for the eRequisition, as well as shipping, comment,
and attachment information. It also allows the user to review the eRequisition for accuracy. The approval
flow for the eRequisition can be viewed from the ‘Approval Flow’ tab on the ‘Summary’ page as well.

1. Once onthe ‘Summary’ page, the user can populate the ‘Title’ field for the requisition. The title
should be descriptive of the items being purchased, and can be used to make the requisition
easily identifiable.

2. The ‘Delay Purchase Until’ field lets the user decide whether to send the purchase order
immediately or at a later date.

3. The ‘Legacy Document ID’ field is the identification number that the user will need to enter for
the particular order. The number will be associated with the order throughout its existence. This
field is required and will need to be populated with a unique value.

Home | Help = Logout
ARIB A " .

N CE-Procurement
— @your service

Create Search Manage Recant Prefarances

RQ16999408: Untitled Requisition "Back to Catalog &

Review your requisition, make changes as necessary, and submit the request for approval,

-—~

r
N Tithe: 7 Untitled Requisition

~e -
O Behalf Of: * en-Int-Requester ol ©
- - -~ - ~ -~
I’Delav Furchase Until: \‘ C

\ Legacy Document 1D: /.
~ -

< -
Transmit Yo Suppher? 7

My Labals: Apply Labal..,

4. While on the ‘Summary’ page, the user may review the eRequisition line items prior to submitting
the eRequisition. The user can edit, copy, and/or delete existing line items directly from this page
by checking the box next to the line item and clicking the appropriate button. See the ‘Editing
Line ltems’ process guide for additional information regarding those processes.
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5. Click on the ‘Approval Flow’ tab to view the system generated approval flow for the
eRequisition.

Note: The user can click the ‘Hide Details’ link to minimize the amount of information that is shown
for each line item. The small button next to the ‘Hide Details’ link can be used to select exactly what
information is displayed for each line item.

Home | Help ~ | Logout

NE-Pmcurumenl AR LB AT

& your service Home

[ Creste  Search  Manage  Recent  Preferences

RQ16995408: Untitled Requisition =B

Review your requisition, make changes as necassary, and submit the requast for approval.

——— -

- ~

2 - N

Title: Untitled Requisitidl .
on Sehalf O e ) View the system

generated approval flow
by clicking the
‘Approval Flow’ tab.

Delay Purchase Until: 0

Legacy Document 1D:

Tranemit To Suppher? o

My Labels: @ Apcly Label... PN
Line Items (1) ’\md; 2;;;.&}\: ):

¥] Mo. Typa Description Edlt, Copy, or de|ete |ine pplier Part Number Qty Uit Tax Other Price = Amaunt

v Award, 5 Year, Ballpoint pen has a dick-top ... |  ILEMS by selecting the fcaoo1 1 each SE:; Ens.go $9.55 USD $9.59000 USD

line item(s) and clicking
. 7, Ballpeant pen has & click-top and & chrome finssh, Includes State Seal on pen cap.
Contract 1D: 0804 the appropriate button.

Supplier: C.A. Short Company
Locatson: C.A. SHORT COMPANY
Commodity Code: 080-65 - Service Awards, Sp...

Federal Award Number: [ (ng
Bid Number: 800112 = Aw. 7Service and Retirement
. SraniteT & fnewglus)

N
(¢ o |A{#dd from Catalog... | [Add Non-Catalog item...]

——————— -

Total Cost:  $9.5%000 USD
Update Total
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6.

The ‘Shipping — Entire eRequisition’ section should be populated according to where and to
whom the items on the eRequisition should be shipped.

Note: Shipping values entered on the individual line items will override the Ship To information at the
header level of the eRequisition. Shipping preferences for individual lines can be set by editing each

line.

7.

8.

10.

11.

12.

The ‘Ship To’ field automatically defaults to the Ship To location in the user’s profile.

The ‘Deliver To’ field indicates the recipient of the order. The free-text field defaults to the
requester’'s name. The default value can be deleted and the field can be populated with any
value.

The ‘Need-by Date’ field is transmitted on the purchase order to the supplier as the date by
which the items need to be delivered. The calendar icon next to the field can be used to select
the appropriate date.

The ‘Shipping Method’ field defaults to ‘Best Way.’

The ‘Freight on Board (FOB) Code’ reflects how freight charges for the order are paid. Select
the option meeting the user’s agency purchasing policies.

The ‘Terms of Payment’ field determines the timelines and conditions of payment to the vendor.

Note: For the ‘Ship To,’ ‘Shipping Method,” ‘FOB Code,’ and ‘Terms of Payment’ fields, if the
desired value is not defaulted in the field, the user should use the corresponding drop-down menu
and select the desired value. If the value does not appear in the drop-down menu, click ‘Search for
more...” A pop-up window will appear and all available values for that field will be displayed. The
desired value can be selected from this pop-up window.

Ship To: " | Hon-Int Ship To

Deliver To: * Mon-Int Requester

Meed-by Date: i
Shipping Method: ™ |BEST way

FOB Code:

Terms of Payment:  *

SHIPPING - ENTIRE EREQUISITION

=
=
=

=
lex
=
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13. Comments can be added for the entire eRequisition using the ‘Comments — Entire
eRequisition’ field. The requester can add only one comment at the header level of the
eRequisition. If more comments are needed, they can be added either at the line item level or at
the header level by approvers of the eRequisition. For comments to be visible to the supplier,
confirm that the ‘Visible to Supplier’ box is checked.

14. Attachments can be added to the eRequisition at the header level by clicking ‘Add Attachment.’

COMMENTS - ENTIRE EREQUISITION

Comments:

Visible to Supplier

ATTACHMENTS - ENTIRE EREQUISITION

P -

~
C _(Add Attachment]
~ —— — - -

15. The ‘Add Attachment’ page is displayed when ‘Add Attachment’ is clicked at the header level
on the ‘Summary’ page. Click the ‘Browse’ button to locate and select an attachment, then click
‘OK’ once the attachment is selected to populate the ‘File’ field.

Note: The following file types are acceptable as attachments: .txt, .csv, .xIs, .xlIsx, .doc, .docx, .dotx,
.potx, .ppt, .pptx, .ppsx, .sldx, xltx, .pdf, .ps, .rtf, .htm, .html, .xml, .jpeq, .jpg, .bmp, .gif, .png, .zip

Note: The maximum file size for attachments is 5SMB. Adding more than 10MB of total attachments
may cause a delay when sending purchase orders to vendors who receive their orders via the Ariba
Supplier Network (ASN), and adding more than 5MB of total attachments may cause a delay when
sending purchase orders to vendors who receive their orders via email or fax.

Add Attachment

Browse to select a file. Maximum attachment size is 4096KB or 4MB.

File: S Select.the ‘Visible to
1o Supplier’ checkbox to
\_yVisbleto Surpler 4 include attachments on

the purchase order.
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16. Once the attachment has been added, the user can add more attachments by clicking ‘Add
Attachment,’ change the attachment’s visibility to the supplier by checking or unchecking the
‘Visible to Supplier’ checkbox, and delete attachments by clicking the corresponding ‘Delete’
button.

ATTACHMENTS - ENTIRE EREQUISITION

Attachments D
File Name + Size Creatar Wisible to Supplier

e —_—— ——_——
E-Procuremnent For Non-Integrated Users.doc Download 2,967 KB Mon-Int Requester O 7 4 N
=== Seo - ~ e

==

Back to Catalog

17. From the ‘Summary’ page, the system generated approval flow can be reviewed by clicking the
‘Approval Flow’ tab.

18. The user can submit the eRequisition from the ‘Approval Flow’ tab by clicking ‘Submit.’

ARIB A" ; Woma | Welp - | Logesl

__N_Ci_ﬂocuvemm
@rour senie

B Treste Search Mansge Recent Preferences

——

RQ16999408: Untitled Requisition m

Review your requistion, make changes as necessary, and submit the request for spprovel,

== ———

—_————

APPROVAL FLOW - EREQUISITION
Legend: [__] Pendng |

RQLO999400 ¥ !: | Non-Int Appeover l [~ Asproved

[Add Acprover | [ Delete Asgeover)

New soprover mas added successfuby.

D e @

Note: For more information regarding approval flows, see the ‘Approval Flows’ process guide.
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19. The user can also submit the eRequisition to be reviewed and approved by clicking ‘Submit’ on
the ‘Summary’ tab. Once the eRequisition has processed through the approval flow and is fully
approved, the eRequisition will turn into a purchase order and will be sent to the selected supplier
based on their preferred method of order delivery.
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RQ16999408: Untitled Requisition
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Review your requisition, make changes as necessary, and submit the request for approval.

IR i

Title: Untitled Requisition
On Behalf Of: " [Mon-Int-Requester Non
Delay Purchase Until: =

Legacy Document ID:
Transmit To Supplier?
My Labels: Apply Label...

Line Items (1)

No. Type Description

v 1 E

Award, 5 Year, Ballpoint pen has a click-top ...

Contract ID: 0804

Supplier: C.A. Short Company

Location: C.A. SHORT COMPANY

Commodity Code: 080-65 - Service Awards, Sp...

Federal Award Number: (no value)
Bid Number: 800112 - Awards, Service and Retirement
Grant ID: (no value)

| [Add from Catalog... | (Add Non-Catalog Item...

Supplier Part Number Qty Unit Tax Other
$0.00 $0.00
SNCB001 1 each USD USD

Award, 5 Year, Ballpoint pen has a dlick-top and a chrome finish. Includes State Seal on pen cap.

Hide Details  [TT1] %

Price Amount

»

$9.59 USD $9.59000 USD F

m

Total Cost: $9.59000 USD

Update Tota

5/20/2019

NC E-Procurement for Non-Integrated Users

21



o
"(N CE-Procurement‘

@ your service

NC E-Procurement @ Your Service
NC E-Procurement for Non-Integrated Users

IV. Changing/Canceling an Existing Purchase Order

When a change needs to be made to a purchase order that has already been sent to the supplier, a
change order can be created within NC E-Procurement. Once a change order is created, NC E-
Procurement will append a version number to the end of the eRequisition and purchase order number
(e.g., —V2, -V3, etc) if the requested change is significant enough to generate a new version of the
purchase order.

Change orders submitted by the requester must go back through the eRequisition approval flow. Users
should check their entity’s policies prior to making changes to an eRequisition.

1. Find the eRequisition associated with the purchase order that needs to be changed. This can be
done by accessing the eRequisition from the ‘My Documents’ Portlet or by searching using the
‘Search’ Portlet.

2. Click on the eRequisition ‘ID’ or the ‘Title’ of the eRequisition to display the eRequisition
Summary.
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Common Actions

j Create

eRequisition

10 Date 4

From Status Title Required Action

Mo ftermns

=

Manage

i Search

Receive

Reports

Recently Viewed

~o RQ20001082 U..d
Requisition

:i Purchasing Links

=1
E-Procurement Resources

MNC @ Your Service Partal
Customer Service

Punchout Catalog Availability
Reaistered Wendor Search

Purchasing Sites of Interest

Purchase & Contract
[T Procurerment
Termn Contracts Link
Mendar Link

HUE Office

Catalog
eRequisition
Furchase Order
Receipt

User Profile

More...

Welcome to NC E-Procurement Version 2.0!

Don't forget to visit the MCEP Home Pags to find Job-Aids and Training
Opportunities.

Note: The ‘Search’
Portlet can also be
used to locate the
eRequisition.

i My Documents
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¥ RO16982303
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Date 1 Status

4/2/2012 ordered

view List .. (1)
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3. Click the ‘Change’ button to change the eRequisition.

Note: If the item being changed is an expired catalog item, the only updates that can be performed
are to reduce the quantity or update it to zero.

Note: In order to cancel the order completely, click the ‘Cancel’ button. If the original order was
transmitted to the supplier, a cancellation notice will be sent to the supplier. If the original order was
not sent to the supplier, the cancellation also will not be sent.
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RQ18386157 - Untitled Requisition

Status: Ordered

These are the details of the request you selected. Depending on its status, you can edit, change, copy, cancel, or submit the request for approval. You may also print the details of the request. Review your request v
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Approval Flow  Orders  Receipts  History

Title: Untitled Requisition
Legacy Document ID:  DWS012315

Transmit To Supplier?

My Labels: B Apply Label...

Line Items (1) Show Details  [11]
No. Type Order Description Supplier Part Number Qty  Unit Price Tax Other Amount
1 [E Dpwsoi231s Paper, Dual Purpose, White, Husky/Quickcopy, ... 1120HXA 10  carton $27.13 USD $0.00 USD  $0.00 USD $271.30000 USD

Total Cost:  $271.30000 USD

4. Make the necessary changes and click the ‘Submit’ button.
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Review your requisition, make chang necessary, and submit the request for approval.
Approval Flow

Note: The eRequisition
Title: number now has the
On Behalf of: - version number
Gelay Burchase Unti: appended to the end.
Legacy Document ID: DWS012315-v2
Transmit To Supplier?
My Labels: B apply Label...
Change Initiated By:  DWS_Requesterl DWS_Requesteri
For Change Order: Yes

Line Items (1) Show Details [

No. Type Description

Supplier Part Number Qty Unit Tax Other Price Amount
0.00 $0.00
1 [E]  Paper, Dual Purpose, White, Husky/Quickcopy, .. 1120HXA 10 carton $U5D ﬁsn $27.13 USD  $271.30000 USD

L | [Add from Catalog... | [Add Non-Catalog Item...

Total Cost:  $271.30000 USD

Update Total

5/20/2019 NC E-Procurement for Non-Integrated Users 23



