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Eagles Purch Overview 
Eagles’ Purch is North Carolina Central University’s electronic e-procurement system that allows users 
to shop and create a digital Purchase Requisition. The requisition captures order details, including 
items, pricing, quantities, delivery information, and applicable terms and conditions. 
 
When an order is submitted, the Purchase Requisition is automatically routed through the required 
approval workflow, which may include Budget, Environmental Health and Safety (EHS), Information 
Technology (IT), Fixed Assets, and Legal Affairs. Upon final approval, a Purchase Order (PO) is 
automatically generated and transmitted to the supplier(s) via email and/or fax. 
 

A PURCHASE ORDER IS REQUIRED BEFORE GOODS & SERVICES ARE 
RENDERED. 

 
Log-in 
To log into Eagles Purch follow the steps below: 

1. Go to the NCCU MyEOL: Home | myEOL | NCCU 
2. Select Eagles Purch from the Employee Services menu. 

 
Homepage 

The image below shows the various options on the Eagles Purch homepage. Read the 
descriptions following the graphic for more information about each of the navigational 
components: 

1. Quick Search 
The Quick Search feature allows users to quickly locate records within Jaggaer, including Purchase 
Orders (POs), Requisitions, Suppliers (Vendors), Invoices, and Requests. Quick Search returns results 
based on partial or complete entries, making it useful when the full document number is not available. 

2. Shopping Cart 
The Shopping Cart stores items selected for purchase prior to submitting a requisition. Users may add 
items to the cart from hosted catalogs, punch-out catalogs, or non-catalog forms. Once all required 
information has been added to the Shopping Cart, the shopper selects the Checkout button to proceed 
to the checkout pages, where additional required information must be completed before the 
requisition can be submitted. 

3. Action Items 
The Action Items section displays tasks that require a user’s attention. These tasks typically include 
approvals, review requests, or other workflow actions related to requisitions, purchase orders, 
invoices, or contracts. 
 
 

https://myeol.nccu.edu/
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4. Navigation Tool Bar 
The Navigation Tool Bar is located on the left-hand side of the screen and provides quick access to the 
main modules and features within Eagles Purch. The number and type of icons visible depend on the 
user’s role and system permissions.  

5. Shop at the Top 
The “Shop At the Top” feature provides a quick way to begin a purchase without navigating through 
catalogs or menus. It allows users to search for items, suppliers, or catalog categories directly. The 
Non-Catalog Item selection is found here. 

6. The Organization Message 
The Organization Message is a common way to communicate important upcoming dates, information 
about new suppliers, links to training/education materials, changes in the purchasing process, and 
more. 

7. Shopping Methods 
Eagles Purch provides multiple ways to shop, including hosted catalogs, punch-out vendors, and 
electronic forms, depending on the type of purchase. The Non-Catalog Item selection is located in the 
Shop at the Top section and is used to request items or services that are not available through hosted 
or punch-out catalogs.
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Navigation Tool Bar 
The Navigation Tool Bar provides access to key system functions through a slide-out menu. The menu 
remains hidden by default to maximize screen space and expands when selected. Users can access key 
areas such as shopping, requisitions, approvals, and reports by selecting the appropriate menu option. 
Menu items may vary based on user role and assigned permissions. 
 

 Shopping 
 
The Shop icon provides access to all shopping-
related options and carts. From this area, users 
can: 

• Search for products 
• Access favorites 
• Use electronic forms 
• Create non-catalog item requests 
• Browse items by supplier 

 

 

Orders 
The Orders icon allows users to view and 
manage purchasing documents. From this area, 
users can: 

• View recent orders  
• Search for requisitions and purchase 

orders 
• View and manage approvals 
• Access related invoices 

 

 

 
Users and Roles 
A user is any individual with access to Eagles Purch. Each user is assigned a unique username and password 
that identifies their permissions and system access. Users are assigned one or more roles, which are used 
to group individuals with similar responsibilities and permissions. 
 

Requisitioner 
This role is assigned to individuals responsible for creating purchase requests. Requisitioners can: 
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• Create shopping carts in Eagles Purch 
• Enter required accounting codes 
• Submit requisitions for approval 

Approver 
This role is assigned to individuals responsible for reviewing and approving requisitions. Approvers can: 

• Review requisitions for accuracy and compliance 
• Approve requisitions at the department, area, or functional level 

Buyer 
This role is assigned to Purchasing Department staff who are authorized to process requisitions. Buyers: 

• Review approved requisitions 
• Process orders in accordance with university and state procurement policies and procedures 

Viewing Your Assigned Role(s) 
To view your current role(s) in Eagles Purch: 

1. Click the User icon in the upper-right corner of the home screen 
2. Select View My Profile 
3. Click User Roles & Access 
4. Select Assigned Roles to view your role(s) 

System Access 
To obtain access to Eagles Purch, complete the ‘Banner Access Form’ on the myEOL Forms and Documents 
page. 
 

Catalogs & Forms 
A catalog represents a supplier’s available product offerings within Eagles Purch. Users can select items 
directly from catalogs when shopping for approved goods and services. 
 
Forms are used to request purchases that are not available through hosted or punch-out catalogs. These 
are typically used for specialized items, services, or one-time purchases. 

This distinction helps users determine the appropriate purchasing method based on item availability. 
 
Hosted Catalog Showcased Vendors 
Hosted catalogs feature approved supplier product listings that are loaded, maintained, and searchable 
directly within Eagles Purch. These showcased vendors are highlighted to help users easily identify 
preferred or commonly used suppliers. 

Users can: 
• Search and compare items from approved suppliers 
• Add items directly to their shopping cart 
• View contract pricing and detailed item information within the system 
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Punch-Out Catalogs 
Punch-out catalogs allow users to shop directly on a supplier’s external website while remaining connected 
to Eagles Purch. Users can: 

• Access the supplier’s full online catalog 
• Configure items on the supplier site 
• Transfer selected items back into Eagles Purch for checkout and approval 
 

Non-Catalog Item 
The Non-Catalog Item is a free-form entry option used to create a purchase request for items or services 
not available in a hosted or punch-out catalog. This option allows users to manually enter item details, 
pricing, and supplier information. 
Non-catalog items are commonly used when: 

• Items are not available in any catalog 
• A supplier provides a quote 
• A quote includes multiple line items 
• Purchasing services or one-time specialty items 

 
Check Request  
A Check Request is a payment made directly to a vendor or individual without a purchase requisition or 
purchase order. It is not a substitute for required purchase order procedures and should be used only 
when standard procurement processes do not apply or when a vendor will not accept a purchase order. 
Check Requests are intended for non-recurring or exceptional transactions and require appropriate 
justification. 
Check requests are commonly used for: 

• Utilities (electricity, water, gas, telecommunications) 
• Stipends 
• Memberships and subscriptions 
• Postage and freight 
• Legal settlements and court fees 
• Employee reimbursements (travel, training, etc.), not to exceed $250) 
• Inter-agency payments 
• Professional dues 
• Emergency purchases (as defined in NCGS §143-57) 

 

Instructions for using Catalogs & Forms 
Hosted Catalog Showcased Vendors 

1. From the Eagles Purch home page, select the desired supplier name or icon in the showcased 
supplier’s area. 
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2. A pop-up window will open, allowing you to search the supplier’s hosted catalog by product name, 
category, or part number. Enter a part number or keyword to search for a specific item or click the 
magnifying glass icon to browse the supplier’s entire catalog. 

 
 
 
 
 
 
 
 
 
 
 
 

3. Update the quantity as needed and select ‘Add To Cart’ to add the desired item(s) to your cart. 

 

 

 

 

 

 

 

 

 

 

4. The selected item(s) will be added to your cart. After completing your shopping, select the Cart icon 
to proceed to checkout. 

 
 
 
 
 
 
 
 
 
 

5. Once all items have been added to the cart, follow the Cart Checkout instructions to continue. 
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Punchout Catalog 
6. From the Eagles Purch home page, select the desired supplier name in the Punch-Out Catalog area 

to access the supplier’s external website. 
 
 
 
 
 
 
 
 
 
 
 

7. Shop the supplier’s site as you would a typical online shopping site, using search and navigation 
tools to locate items. 

 
 
 
 
 
 
 
 
 
 
 
 
 
 

8. Update the quantity as needed and select ‘Add To Cart’ to add the desired item(s) to your cart.
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9. Once all items have been added, complete checkout on the punch-out site. The selected items will 
be returned to your Eagles Purch shopping cart for review and submission. 

 
 
 
 
 
 
 
 
 
 
 
 
 
 
  
 

 
 
 
 
 

10. Once all items have been added to the cart, follow the Cart Checkout instructions to continue 
 

Non-Catalog Item 
1. From the Eagles Purch home page, select Non-Catalog Item in the Shop area to open the entry 

screen. 
 
 
 
 
 
 
 
 
 

2. Enter the vendor’s name in the search field. The name will auto-populate as you type, or select the 
Search icon next to the field to expand your vendor search. 
Note: Verify that the vendor’s name and address are correct before proceeding. 
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3. Enter the information from your quote into the Item section of the Non-Catalog Item entry screen. 
 
 
 
 
 
 
 
 
 
 
 
 
 
 

4. Select ‘Save’ to continue or ‘Save and Add Another’ to add additional line item(s). 
 
 
 
 
 
 
 
 
 

5. After completing all line items, follow the Cart Checkout instructions to continue. 
 

Check Request 
1. From the Eagles Purch home page, select Check Request from the Forms area. 
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2. Review the form instructions, then select Next to continue. 
 
 
 
 
 
 
 
 
 
 
 
 

3. Review the form details, update the request name to match the request, then select Next to 
continue.  
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 

4. Enter the vendor’s name in the search field. The name will auto-populate as you type, or select 
Supplier Search to expand your vendor search. Then select Next to continue. 
Note: Verify that the vendor’s name and address are correct before proceeding. 
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5. Complete the Invoice Questions (Details) section by entering the required information, then select 
Next to continue. 
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6. Enter the appropriate accounting code (FOAP) information, then select Next to continue. 
 
 
 
 
 
 
 
 
 
 
 
 
 

7. Add any additional required attachments, such as the Check Justification Form, then select Next to 
continue. 
 
 
 
 
 
 
 
 
 
 
 

8. Review the Check Request details, then select Submit to continue. 
Note: Once submitted, the Check Request is processed.  
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 

https://www.nccu.edu/form/Check-Request-Justification-Form
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Shopping Cart & Cart Checkout 
Overview 
Once items are added to the Shopping Cart, users must proceed to checkout to complete and submit a 
purchase request. The Shopping Cart serves as a review point where users can confirm item details, 
quantities, and pricing before moving forward. During checkout, users are guided through the required 
steps to enter accounting and other necessary information, with the ability to return to the cart at any 
time prior to final submission. 
 
Instructions for Cart Checkout 

1. Once items are added to the shopping cart, select Checkout or Proceed to Checkout from the top-
left corner of the cart. 
 
 
 
 
 
 
 
 
 
 
 
 

2. Selecting Checkout will open the Draft Requisition screen. 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 

3. Review and edit the order details as needed. If any required information is missing, the system will 
display a red warning indicating a “Required Field.” Combining different request types, such as 
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Showcased Services with Non-Catalog items, or multiple Check Requests, may delay processing. 
 
 
 
 
 
 
 
 
 
 
 
 
 
 

4. After reviewing the requisition, select Place Order. The requisition will then begin the approval 
process. 

 
4. Once the requisition is reviewed, the requestor should click the “Place Order” button. The 

requisition can now begin the approval process. 
 
 

 

Document Tabs 
The tabs in a purchase order or requisition allow users to view and manage key aspects of the document. 
 
 
 
 
 
 
 
 

• Summary: Displays a quick view of the active requisition. You can review the item list and delete 
items from the cart. 

• PO Preview: Shows a quick view of the line items as they will appear on the purchase order. 
• Comments: Displays any added notes. Items in this section are for internal use only and will not be 

sent to the supplier. 
• Attachments: Shows all uploaded attachments. Required NCCU documents—such as quotes, 

contracts, estimates, or waivers of competition—should be attached here. 
o Internal: Only NCCU employees can view. 
o External: Routes to the vendor. 

• History: Displays all actions taken on the requisition, including date and time stamps. For example, it 
shows reasons if a requisition was rejected. 
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Helpful Hints 
What’s next for my order? 
To view the approval progress for your requisition, click “What’s Next for My Order?”. The workflow will 
display all applicable approval steps and indicate whether each step is complete or pending. 
 
Click a workflow step displayed in blue to view the users who have approval authority for that step. 
 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 
Rejected Orders 
A requisition may be rejected during the approval or review process if additional information, corrections, 
documentation, or sufficient funding is required. When an order is rejected in Eagles Purch, it is returned 
to the requestor for action rather than moving forward in the workflow. If a requisition is rejected due to 
insufficient funding, the requestor should work with the Budget Office to resolve the funding issue before 
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resubmitting. Funding-related rejections, along with reviewer comments, can be identified by reviewing 
the Order (Requisition) History tab. The requestor should review all rejection comments, make the 
necessary updates, and resubmit the requisition to restart the approval process. Rejected orders remain 
visible in the system for tracking and reference. 
 
Vendors 
If a vendor’s name does not appear in Eagles Purch, the vendor is likely not set up in the system. In this 
case, a Vendor Request Form must be completed and submitted along with a W-9. 
The External Vendor Request Form is available on the myEOL Forms and Documents page and may be 
forwarded to the vendor for completion. 
 

Browse/Search Vendors 
There are multiple ways to search for vendors from the Eagles Purch home page: 
 

• Select Vendors from the Shop menu at the top of the page. 
 
 
 
 
 
 
 
 
 
 

• Select Suppliers from the Navigation Toolbar. 
 

 
 
 
 
 
 
 
 
 
 
 

https://www.nccu.edu/form/vendor-request-external
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