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Working with NCJ Document from your Workplace Inbox

Step 1:  Access your business workplace inbox by selecting the workplace inbox icon  [image: image1.png]Qo



 found a the top of the screen from the Sap Easy Access screen
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Step 2: After selecting the workplace inbox icon – the screen as shown below will be displayed.  Step A - select the Inbox folder found on the left side of the screen.  Step B - from the folders that will be displayed – select the workflow option. A list of work items will be displayed on the right.  Step C: The work items for NCJ documents are identified with a “NCJ” designation at the beginning 
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Step 3:  When the work item for the NCJ is selected a screen will be displayed as shown below
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From the top of the display – you can display the associated NCJ form or place the document into a change mode and make any necessary changes.  If you do not want to take any action – select the Green arrow back to place the item back in your workplace.
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When the change icon is selected you will be able to make changes or add comments.  In change mode you can choose to approve, reject, or to display the NCJ form using the function buttons shown at the top of the screen.  To return to the workplace inbox without taking any action – select the back green icon and the work item will be placed in your workplace inbox for consideration at a later date.
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Requisition Nurmber 10030827 Soil Virus-Host Equipment




Once the approve button is selected – the NCJ form is automatically forwarded to the next approval stop in work flow.  If you select the reject button, a notice is generated and returned to the individual who submitted the NCJ to workflow.

Notable Screen Functionality:

Field – Requisition Number – The field is a drill down.  If you double click the requisition number the requisition will be displayed as shown below.
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If a Purchase Order (PO) has been issued against the requisition, select the status tab and if a PO number is available, double click on the PO and the PO will be displayed
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Fields:  Contact Person, Comments, and Created By:
Contact Person:  There is a contact person field that will hopefully contain information of a contact person to ask about the NCJ requirements.

Comments:  When the screen is in a change mode– you can notate comments in the comments box as shown below.

Created By:  This field will allow you to see who created the document and the date the document was created.
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 is always located at the top of the screen.  By selecting this button you will be able to display the NCJ form.  This is the form and layout that all other approvers will be viewing when making approvals. The purchasing group is the only stop in the approval path that has an ability to display and make changes via the NCJ transaction – no other approver has this functionality.  If an approver other than purchasing wants to make a change, the approver must reject the NCJ and the person who created the NCJ will have to make the changes. 
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THE UNIVERSITY OF TENNESSEE
REQUEST: NON-COMPETITIVE JUSTIFICATION FORMS

REQUISITION

1) NCJ Number: 9000000810

2) Campus/institute Name:  [Knoxville Chemistry

3) Short Description: VWR Scientific Soil Virus-Host Equipment

4) Proposed Vendor: Name: VWR SCIENTIFIC PRODUCTS
Vendor Number: 1035644

Vendor ID: Iy

5) Contract Start Date:

6) Contract End Date IF all Options to Extend the Contract are Exercised:

7) Total Maximum Cost IF all Options to Extend the Contract are Exercised:

2,500,001.00

8) Approval Criteria: Only One Uniquely Qualified Provider Able to Furnish Service

9) Detailed Description of Service to be Acquired:

Equipment for use in management practices on virus-host interactions in soil. USDA/CSREES
Subaward on Prime Award #2007-35319-18432





Step A: Select In-Box Folder





Step B – Select the Workflow Folder








Step C Double Click the wok item that begins with “NCJ”





Use the scroll-bar to display additional fields





Function Buttons





Green arrow back to place item back in workplace








