Instructions to Setup an Intranet for Procure-to-Pay Reports
SharePoint Site

https://sp.itap.purdue.edu/businessservices/purchasing/procuretopay/default.aspx

If you are prompted for a user name and password follow these instructions. If you go directly to the
site it is not necessary for you to follow these instructions.

Connect to sp.itap.purdue.edu

Connecking ko sp.itap. purdue. edu,

Lser name:

= .

Passward: I

[~ Remember my password

I

Cancel

2 x

=

Enter onepurdue\”career account” and your password (NOTE: make sure you use the backslash and not

the forward slash).

Click ok.

Business Services Site Collection > Purchasing Services = Procure-to-Pay Reports
ﬁ’{ﬁ Procure-to-Pay Reports

—

Welcome Stinebaugh, Cynthia A ~ @

|Th\s Site: Procure-to-Pay RechI ,O

View All Site Content

= Team Discussion

A ts i
Documents
Lists There are currently no active announcements. To add a new announcement, dlick "Add new announcement™ below.
= Calendar [ Add new announcement
Discussions

Sites Type Name

People and Groups

2] Recycle Bin L
@j Purchasing Reports as of 11-2-09 ty

@j Purchasing Reports Template updated 11-2-09
iZ]  Purchasing Reports 11-2-09

Purchasing Reports Template ty

[ Add new document

Tasks

‘Yoder, Tonya M
‘foder, Tonya M
Stinebaugh, Cynthia A
Stinebaugh, Cynthia A

Shared Documents Members hd
_! Modified By Stinebaugh, Cynthia A
EII_] | Vendor Invoice Report March 07-October 09 Stinebaugh, Cynthia A Groups

Procure-to-Pay Reports Members
Purchasing Services Owners
Purchasing Services Visitors

= Add new user

Links

Title _ Assigned To

[ Add new task

Revised 11/18/09

Status

There are no items to show in this view of the "Tasks™ list. To create a new item, dick "Add new task” below.

There are currently no favorite links to
display.

[ Add new link
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If you log-in to your computer with your career account and password you can setup an “intranet” so

you will not need to log-in at each visit.

Click Tools

File Edit Wiew Favaorites | Tools | Help

S _b -

Internet Options

© Delete Browsing Histary. .. ==
u
=  Pop-up Blocker r T
i
Phishing Filter b P
" Manage Add-ons y T
Subscribe ko khis Feed, .,
y | Feed Discavery 3 -
3 ‘Windows Update Pl
Windows Messenger
L Diagnose Connection Problems. .. rmis
| Send ko Onehate
Sun Java Console
| Mam
Internet Cptions _ braw
T
Security Tab

ernet Uptions

aeneral |Security I Privac

Home page

Local Intranet

Select a zoneptorETrTT T mEgecUrity setkings,

@ ® vV O

Inkernet W= Nyl =d  [rusted sites  Restricted
sikes

Local intranet

AT L. e Sites
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Sites Button

Select a zane ko view or chanage security setkings.

y asi
( @ I‘;;_,a’-i'- v @ the Shi
. Inkernet Local intranet  Trusted sitkes Restricted
sites
d Local intranet ;
-—- Sites
This zone is for all websites that are |

Found on wour intranet,

Advanced Button
x

g Ise the settings below to define which websites are included in
*ow the local intranet zone,
v Automatically detect intranet netviork:
¥ | Include all lacal {intranet) sites mot listed i other zones
¥ | Include all sites that bypass the prosy: server
¥ | Include all mebwotk paths (UMEs)

what are intranek settings] ~ Advanced | Ik I Cancel

The web address should auto-populate in the box, click ADD
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Local intranet x|

| You can add and remove websites From this zone. All websites in
khis zone will use the zone's security settings,

Add this wehsite to the zone:

I https: ) fsp.itap. purdue, edu

Wihsikes:

Renmmove

™ Require server verification thttps:) For all sites in this zone

Close |

Then close all the boxes

You will only need to follow these steps one time.
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