Document Labels

(Labels replaced Personal Folders in a previous version of the eProcurement system)

One or more labels can be assigned to orders in order to find them easily. For example, a project name can be used

as a label to search for all requisitions related to that project.
Orders can be searched by label(s) associated with the order.

Adding labels to a document

Labels can be added to orders on the Summary tab for order being Submitted, Approved, Edited, Reviewed.

Adding Labels

To apply a new label click Apply Label... > New Label, then enter the label in the New Label field.
To apply an existing label click on one of the existing labels (circled in green).

Note: multiple labels can be assigned to the document.
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Search Manage  Recent  Preferences

5552947: Binders 10/28/08

Home | Help * | Logout

Welcome LIZA PLOTKIN

This is a summary of your current requisition. Review the infermation to be sure it is correct. You can ge back te any previous step to change ... ¥

Title: M5 nders

LIZA PLOTKIN ]
Delay Purchase Until: £

On Behalf Of:

Project for Dr. Riibin

Supplier: Office Depo
Binders

Contact: Office Depot
Commedity Code: Binj
Partitioned Commedit
Store/Branch #: -~

"

Remove Label

v, Prestin

iness F;

Telephane: 206-543-9897

Template: [m]

Are any items equipment?  Oves @ No

My Labels: B Apply Label| ® bel
rchive Itermn

Line 1t8Ms "1) or. Gelb Hide Detaile  [11]
WWR

[0 Ne. Type Descriptiofl project 12 Account Budget Qty Unit Price  Amount

. AHerril . .

O 1 Office De el view Binder... 056400 143750 2  each $4.57 USD $9.14 USD

Dr. Mickerson

Office Depot Value(TM) Round Ring View Binder, 2 Rings, White

Total Cost:  $9.14 USD

Add Label

Add new label to be associated with

Enter New Label: Or. Young
SHIPPING - ENTIRE REQUISITION
bl .OK Cancel
Done %J Local infranet 4 100% ~ m

eProcurement Document Labels Ver.

9rl




Removing Labels

To remove a label click Apply Label on the Summary tab. Click on the label you wish to remove (Dr. Young)
under Remove Label in the drop down window.
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$552947 - Binders 10/28/08

Status: Composing

These are the details of the request you selected. Depending on its status, you can edit, change, copy, cancel, or submit the request for

[ @ 8ac
Approval Flow | Orders | History

Title: Binders 10/28/03
Telephone: 206-543-9897

Are any items equipment? No

J

My Labels: B Dr. Prestin, Dr. Young

terms

Line Ttems (1} Projact 12 Hide Details [T
- AHering -
Mo. Type Description B CRhereem Account Budgst Qty Unit Price Amount
1 Office Depot Value(TM) Round Ring viy  ©'oect for Dr. Rubin 055400 143750 2 each $4.57 USD $5.14 USD
Binders
Supplier: Office Depot Business Fair Office Depot Value(TM) Round Ring View Binder, 2 Rings, White
: ] Watch Requests
Contact: Office Depot
Commodity Code: Binders Mew Label
Partitioned Commeodity Code: Binders Remove Label ‘
Store/Branch #:

Dr. Prastin

Dr voung >
Total Cost:  $9.14 USD

SHIPPING - ENTIRE REQUISITION

*** Due to a temporary software issue, all address changes must be changed at the line level. For further assistance
please call 206 655-3558 **=

PURCHASING & ACCOUNTING BLDG

“J Local intranet #, 100% T

ship To:

Frliseme Tl s m

Now only one label is attached to this order.
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$552947 - Binders 10/28/08

Status: Composing

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

)

Approval Flow | Orders | History
Title: Binders 10/28/08
Telephens: 206-543-9897

Are any items equipment?  No

My Labels:

@ Dr. Prestin Apply Label...

Line Items (1) Hide Details  [IT1]

Account Budget Oty Unit Price  Amount

No. Type Description

1 Office Depot Value(TM) Round Ring View Binder... 056400 143750 2  each $4.57 USD $6.14 USD

Supplier: Office Depot

Contact: Office Gepot

Commodity Code: Binders
Partitioned Commedity Code: Binders
Store/Branch #

Office Depot Value(TM) Round Ring View Binder, 2 Rings, White

Total Cost:  $9.14 USD

SHIPPING - ENTIRE REQUISITION

=** Due to a temporary software issus, all address changes must be changed st the line level. For further assistance please call 206
685-3558 ==

Ship To: PURCHASING & ACCOUNTING BLDG
Deliver To(Room/Name):  Rm216M-N/Plotkin

COMMENTS - ENTIRE REQUISITION

=] «J Local intranet @100

Finding Documents Associated with a Label

Click on Requisition either under Search on the menu bar or on Requisition on Search content tab of the Home
page.
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welcome LIZA PLOTKIN

Home Dash)

Charge Reconciliation
Diract Order
Burchase Card Order

Configure Tabs ) Refresh Centent

Common Acti

+ eProcurement News
Create hitp:/fwww.washington.edu/admin/stores/eprocurement/
= Facilities Services Related
https://fs-works.washington.edu

/ Burchase Order

Requisiti Requisition

+ If you need assistance please contact the following accounts:
bd 9 eProcurement: sorecure@u.washington.edu
Unassigned Charges FS-WORKS: fs-works@u.washington.edu
- Business Diversity Program
Core Administration The UW encourages the use of local, small businesses. If you would like to buy from a contracted local vendors A
Reports please click on the following link:
P hiy ashington.edu/admin/stores/eprocurement/smallvend, o
More...
Title: | |
Recently Viewed < o |
~—%> EP316047 TINA CALAMIA >
X Purchase Order , Saved Searches/Labels
5552947 Binders 10/28/08 Archive [tems (250
Archive Items (250)
5553711 Phil...ober 23, 2008 Br=ziExar —
5553691 Octo...9, 2008 Order Purchase Card Order g; glrl;z:‘sug 1
EF282808 Supplies - 7/25/08 reasi Prolecidz
More... m
Mare

D Date T From Status Title Required Action
¥ ss30795  9/24/2008 ZACHARY K. SAGAWA Submitted  Untitled Requisition Approve
¥ S553802  10/29/2008  AILIN CHAU Submitted  617210/CCER Approve

View List ... (2)

My Documents

¥ U Directary & Tera Term - bark... @& Tera Term - keyn... | ) Calendar - Micras. .
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When the Search/Requisition command on the menu bar is chosen, labels will show up on the left side of the

screen. Click on any label to find all the requisition(s) associated with that label.
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Type:

Change the search criteria or name, and then Search.

Search Filters

AHerrina (1)

Approved By:
Dr. Nickerson (1) Cemmodity Code

Date Approved:

Search Options

Description (any line item)
Need by Date Gany line item3:

(select a value) [ select ] Order ID (any line item):

(select a value) [ select ]

Preparer (select a value) [ select ]

Price (any line item):

To: uso
Dr. Prestin (2)
Date Created: Rzrmezio fezimst o weies)) [ 2mimss 1 L
oate Order=d stetus:
Date Submitted: Supplier (any line item): (select @ walus) [ select 1
Total Cost: To: uso
Debra Adler-2nd Qtr
P O Error: Found more than 2,000 items. Only the first 2,000 items are displayed.
~ Public Saved Searches
Search Results Found 2000 items 51
Ne Items
[ Type ID Title Status ©  Date Created Total
[} "= S39058 Untitled Requisition Composing Thu, 6 May, 2004  $0.00 USD .
] ¥=| 539037 Petri dish for Brad Composing Thu, 6 May, 2004  $0.00 USD
O ¥2| s3%006 untitled Requisition Composing Thu, 6 May, 2004  $0.00 USD
] ¥| sS38775 untitled Reguisition Composing  Wed, 5 May, 2004 $0.00 USD
] ¥2| 538656 binder Composing Wed, 5 May, 2004 $8.72 USD
] ¥2| =38637 Untitled Requisition Composing Wed, 5 May, 2004 $0.00 USD
] ¥2| 538627 document holder Composing Wad, 5 May, 2004 $0.00 USD
el (el
Done % JLocal intranst 4 100% -

When Requisition on the Search
label to find all the requisition(s)

content tab your labels will show up below Saved Searches/Labels. Click on any
associated with that label.
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f Create

Configure Tabs

https://fs-works.washington.edu
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Core Administration

Reports please click on the following link:

http://www.washington.edu/admin/stores/eprocurement/
Requisition = Facilities Services Related

] « If you need assistance please contact the following accounts:
eProcurement: eprocure@u.washington.edu

Unassigned Charges FS-WORKS: fs-works@u.washington.edu

* Business Diversity Program

The UW encourages the use of local, small businesses. If you would like to buy from a contracted local vendors

https://www.washington.edu/admin/stores/eprocurement/smallvend/
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More...

* Recently Viewed
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Purchase Order
5552947 Binders 10/28/08

5553711 Phil...ober 29, 2008 Direct Order
5553691 Octo...S, 2008 Order purchase Card Order
EP282808 Supplies - 7/25/08 ey
More...

More...

Business Fair (2]
Dr. Nickerson (1
Dr. Prestin (2]
Project 12 (1)
Watch Requests (1

D Date ©
¥ 5530795 9/24/2008

¥| sS553802 10/29/2008

From Status Title
ZACHARY K. SAGAWA Submitted Untitled Requisition
AILIN CHAU Submitted 617210/CCER

Required Action

Approve

Approve
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