DukeMobile — Buy@Duke Shopping Cart Approval

DUKE@WORK

Please note: screen displays and messages displayed when opening attachments may vary based upon your mobile device. These instructions provide general guidance for all
mobile devices. For instructions on how to download DukeMobile, visit oit.duke.edu and search on DukeMobile.

1.

From DukeMobile, select the
Duke@Work icon. Multi-
factor Authentication is
required.
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2. From “MyIinfo”, select
“Approve Shopping Carts”.
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Takes you
back to
Mylnfo.

Cart name,—> Mobile Approval Gwen

You will see a list of all shopping
carts awaiting approval. Use the
touchscreen to select the
shopping cart you want to
review.

Total dollar
$558.35 A/amount of

system

generated Feb 5,2018 cart.

cart number,

and Shopper Standing order new -Darly

name. goiunecy $200000 | Cart creation
TS~ 10110 TRAINEE Jan 23,2018 4 o

Split Cost & attachment new - Daryl

300108370 $874.32
ID710 TRAINEE Jan 23, 2018
BROCKO005 01/08/2018 17:06

3001083646 $1,419.00
KiM BROCK Jan 8, 2018

BROCKO0O05 01/05/2018 16:16
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Bl DukeMobile — Buy@Duke Shopping Cart Approval

DUKE@WORK
4. The detailed shopping cart is displayed 5. The touchscreen can be used in the lower portion of the screen to display
Using the touchscreen, you can access ID110 TRAINEE $874.32 details of items in the cart including funding information. Scroll down the
details including notes, attachments and Jan 23,2018 page to see additional information including vendor, delivery address, and
approvers in the top portion of the screen cart approvers. Action buttons always display at the bottom of the screen.
@ 1 @ 5 When the review is complete, take the appropriate action. You will be
C ] —_— prompted if comments are required_
< Shopping Cart spending Limit approval needed L]
1 1 of 2
/ [ZASMT1001/23/2018 14:54:12] { Shopping Cart < 1 vV w !VlOVE 'between
ID110 TRAINEE #[#{* Order 4} ] items in the cart.
o ID110 TRAINEE $874.32 BEAKER TRI-STIR 800ML $538.20
PK/100
— Jan 23,2018
ID110 TRAINEE $874.32 10 at $53.82 Package

Jan 23,2018

1 2 5
o Account Assignment
— 0 @ @ @ ) i

Description:

Mame of Cart

VARGHESE DISCRETION (3919336)

Split Cost & attachment new - Daryl (3001083701) DX ATTACHMENT Name of Cart -~ Move down the page using the
EA. EOF ATTACHMENT 5plit Cost & attachment new - Daryl (3001083701) WBS touch screen to view additional
Delivery Date 157K8 G/L Account . .
Jan 28 2018 N ) LAB & RESEARCH S,M&E (645000) information.
Delivery Date T
Jan 28,2018
ID110 TRAINEE $874.32 oo
Items (2) Jan 23,2018 VWWR INTERNATIONAL INC
Mar 26, 2018

\ 4

Items (2)
Description 1 2 5
B - -0

Description

EMILY BERTHOLD BEAKER,TRI-STIR,200ML PK/100 i 5
Quantity Open (No Decision Mad | batarial Soup
pen (Mo Decksion Made) ECommerce Catalog (EC01)

10 Package Quantity
tetal GWENDOLYN HALL-DIFABIO
Open (No Decision Made)

ALLEN BLDG ., 427 CHAPEL DR, DURHAM NC 27708

10 Package Approvers

Approve Return Reject Forward

LEVEL ONE - SPENDING LIMIT OR RESTRICTED

Approve Return Reject Forward

If you encounter issues approving the cart, please contact
Procurement Services at 681-1872.
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