CREATING A SHOPPING CART
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Purchase Order

Central Functions

Carry Out Sourcing

Document Builder

Rejected Shopping Carts
Purchase Order Details Report
Remove GR Indicators

Business Partner

Create Documents
Supplier List

Workload Redistribution
Workload Redistribution

1.) Click on Shopping Cart

@\

Home Employee Self-Service Procurement e-Grants General Applications Analytics dentity Management
Procurement Work Center ~ Reports
I L Requisitioning f Contract Management
g Create Documents T Create Documents
Shopping Cart Contract
Shopping Cart Template Contract Download Report
Central Functions
Toa ol ﬁ% Strategic Sourcing
: Create Documents
ﬁ@% Purchasmg R
% Create Documents Bid Tabulation Report

Reverse Auction Report
Rbx Details Report

Workflow
Workflow is a tool to help automate complex business processes where mare than ene user is involved.
Uniersal Worklist

The Universal Workist is a tool that allows you to manage tasks from multiple sources. You can manage
yourtasks, receive alerts and handle notfications.

Utilities

All utilty functions can be found here for Procurement.
Advanced Search

Search for existing shopping carts and ther documents.
View Asset Validation Table

Display all the current asset validations available.
Material Description Report

Report to lists Matenal numbers and Long Description.



[ Save || Check [ Park [ Export ] Import |
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Buy on BehalFof: Toya Brown Approva Note
+ Name of shopping cart: |Program Name -Office Supplies ]

Default Settings Set Values

Header Data Values

Approval Process:  Display / Edit Agents

Document Changes: ~ Display

Details | Add hem 4 ]| Copy || Paste || Duplicate |[ Delete

B Line Number Item Type Item Type Product D Description Product Category ~ Product Cateqory Description  Quantity Unit Net Price /Limit Net Value Cumency Option Type Per OrderType Delivery Date MNotes Total Valus Attachm
Undefined ltem Type 43690 Whirpool AddityECP 1.000 0.00 0.00 USD 1 05/02/2022 [ 0

Undefined Item Type 43690 Whirlpool AddityECP 1.000 0.00 0.00 USD 1 05/02/2022 ) 0

Undefined ltem Type 43690 Whirpool AddityECP 1.000 0.00 0.00 USD 1 06/02/2022 0 0

Undefined ltem Type 43690 Whirpool AddityECP 1.000 0.00 0.00 USD 1 05/02/2022 0 0

c Undefined Item Type 43690 Whirlpool AddityECP 1.000 0.00 0.00 USD 1 05/02/2022 0 0
Undefined Item Type 43690 Whirlpool Addity ECP 1.000 0.00 0.00 USD 1 05/02/2022 0 0

Undefined Item Type 43690 Whirpool AddityECP 1.000 0.00 0.00 USD 1 2 0

c Undefined Item Type 43690 Whirlpool Addity,ECP 1.000 0.00 0.00 USD 1 05/02/2022 0 0
- Undefined Item Type 43690 Whirlpool Addity ECP 1.000 0.00 0.00 USD 1 05/02/2022 0 0
Undefined ltem Type 43690 Whidpool AddityECP 1.000 0.00 0.00 USD 1 05/02/2022 0 0

2.) Name Shopping Cart (Optional)
3.) Click “Add Item”
4.) Click “With Free Description”

Add ltem with Free Description

Product Type: ‘Materia\
* Description: ‘Conection Tape
Internal Note:

Product Category: 61529 (3| Whirpool Addit/ECP

[ 1.000][EA [a)

Net Prica / Curency: | 1.99)[USD! 5]
Delivery Date: 05 2 iia

Quantity / Unit:

5.) Add Description, Product Category (NIGP List), Quanity / Unit, Price, Delivery Date
NOTE: Description of the item (i.e. Paper, pens, or note pads)
Net Price: Price of the Item
Quanity/Unit of Measures: Quanity (How Many Items)/Unit (Box- Box, Dozen — DZ, or Each- EA)
Delevary Date should be chosen 2 -3 weeks from cart submission.



Product Category Search:

Search Product Cateaory

Personal Value List

Display As: [Hierarchy —[+]

Note: Placeholder search with * is possible. Search ignores upperflowercase spelling.
Product Category ID:

Description

Logical System:

["] Restrict Number of Value List Entries

Expand All Collapse Al

Description Category ID Logical System
~ Material Group RIVATCLASS

~ Material Group Log.... = R3VATCLASSPEACLNT100

~ Office Supplies, ... 61500 PEACLNT100

Adding Machi... | 61503 PEACLNT100

Add Mach Pa... | 61504 PEACLNT100

Adhesive & A... 61505 PEACLNT100
Ashtrays. De... 61507 PEACLNT100
Binders 61509 PEACLNT100
Binder Sheets 61511 PEACLNT100
Blotters and ... 61813 PEACLNT100

Boards® Calendar =~ 61514 PEACLNT100
Books, Office 61615 PEACLNT100
Box Files 61617 PEACLNT100
Braille Labelin... | 61516 PEACLNT100
Calendars 61519 PEACLNT100

Clickon —  tosearch for product. The Search Product Category screen will appear. Type in a
description of the product and click “Start Search”. Locate the item, highlight the item, click “ok” for
your selection. NOTE: Place an (*) in front of and behind the the product that is being searched.

6.) Click “Add to Item Overview”

Create Sﬁﬂ g Cart: 1000151125

| Close || Print Preview |[ Save || Check || Park || Export | Import | [@.

O Funds Management error; Account 62085000 requires an assignment to a CO object

o Funds Management error; Value BLANK / SPACE is invalid for account assignment element "fund”
@ Line 1: Funds Management error; No funds center entered/derived in item 00001 (SOMS//)

@ Line 1 Account 62085000 requires an assignment to a CO object

(l Line 1: No funds center ived in item 00001 (SO i)

@D ine 1 Frrorin accannt acsinnment for item 1

Number 1000151125 Name Program Name -Office Supplies Status In Process Created On 05/02/2022 15:12:57 Created By Toya Brown

Buy on Behalf of: Toya Brown Approval Note
Name of shopping cart: |Program Mame -Office Supplies |

Default Settings: Set Values

Header Data: Values

Approval Process:  Display / Edit Agents

Budget: Display

Document Changes:  Display

[ Details |[ Add tem  |[ Copy || Paste || Duplicate || Delete |

EL Line Number Item Type Item Type Product D Description Product Category  Product Category Description  Quantity Unit  Net Price / Limit Net Value Currency Option Type Per  Order Type Delivery Date  Notes Total Value ¢/
H v 1 Material Correction Tape 61529 Correction Fluid 1.000 EA 199 1.99 USD 1 05/20/2022 0 199

o Undefined Item Type 43690 Whirlpool AddityECP 1.000 0.00 0.00 USD 1 06/02/2022 0

- Undefined Item Type 43690 Whirlpool Additv, ECP 1.000 0.00 0.00 USD 1 05/02/2022 0

" Undefined Item Type 43690 Whirlpool Additv, ECP 1.000 0.00 0.00 USD 1 05/02/2022 0

" Undefined Item Type 43690 Whirlpaol Additv ECP 1.000 0.00 0.00 USD 1 05/02/2022 0

. Undefined Item Type 43690 Whirlpaol Additv ECP 1.000 0.00 0.00 USD 1 05/02/2022 0

" Undefined Item Type 43690 Whirlpool Additv, ECP 1.000 0.00 0.00 USD 1 05/02/2022 0

0 Undefined Item Type 43690 Whirlpool AddityECP 1.000 0.00 0.00 USD 1 0

. Undefined Item Type 43690 Whirlpaol Additv ECP 1.000 0.00 0.00 USD 1 05/02/2022 0

E Undefined Item Type 43690 Whirlpool AddityECP 1.000 0.00 0.00 USD 1 05/02/2022 0

7.) Click “Details”
Note: The error messages shown are to let you know that the cost center information must be entered.



Create Shopping Cart: 1000151125
| [Close ][ Print Preview |[ Save |[ Check ][ Park |[ Export || Import | [@4]

@ Funds Management eror. Account 62085000 requires an assignment to a CO object

@ Funds Management eror: Value BLANK / SPACE is invalid for account assignment element “fund”
@ Line 1: Funds Management error: No funds center entered/derived in item 00001 (SOMS//)

@ Line 1: Account 62085000 requires an assignment to a CO object

@ Line 1: No funds center entered/derived in item 00001 (SOMS/62085000/)

W 1in- 1 Frrorin acennnt assinnment far item 1

Number 1000151125 Name Program Name -Office Supplies Status In Process Created On 05/02/2022 16:12:57 Created By Toya Brown

[ Details |[ Add Item 4 |[ Copy |[ Paste || Duplicate |[ Delete |

ER Line Number Item Type Item Type Product ID  Description Product Category  Product Category Description  Quantity Unit Net Price /Limit Net Value Cumency Option Type Per OrderType Delivery Date Notes Total Value /
-1 Material Correction Tape 61529 Correction Fluid 1.000 EA 199 1.99 USD 1 05/20/2022 0 1.99
O Undsfined ltem Type 43690 Whirlpool Addity, ECP 1.000 0.00 0.00 USD 1 05/02/2022 0
o Undefined tem Type 43690 Whirlpool Addity,ECP 1.000 0.00 0.00 USD 1 05/02/2022 0
- Undefined Item Type 43690 ‘Whirlpool AdditvECP 1.000 0.00 0.00 USD 1 05/02/2022 0
o Undefined ltem Type 43690 Whirlpool Addity, ECP 1.000 0.00 0.00 USD 1 05/02/2022 0
© Undefined tem Type 43690 Whirlpool Additv,ECP 1.000 0.00 0.00 USD 1 05/02/2022 0
- Undefined Item Type 43690 ‘Whirlpool Additv ECP 1.000 0.00 0.00 USD 1 05/02/2022 0
o Undefined ltem Type 43690 Whirlpool Addity, ECP 1.000 0.00 0.00 USD 1 05/02/2022 0
o Undefined ftem Type 43690 Whirlpool Addity,ECP 1.000 0.00 0.00 USD 1 05/02/2022 0
- Undefined Item Type 43690 ‘Whirlpool Additv ECP 1.000 0.00 0.00 USD 1 05/02/2022 0

Details for item 1 Correction Tape

ltem Data | Account Assignment Notes and Attachments Delivery Address/Performance Location Sources of Supply / Service Agents Approval Process Overview User-Specified Status
Identification Currency, Values and Pricing
Item Type Waterial [+ Order Quantity / Unit 1.000| [EA |9 each
Product ID: [m] Ordered Quantity / Unit: 0.000
“ Description Correction Tape Open Quantity / Unit: 1.000] [EA
Catalog: Price / Currency: 199/ [USD [T Price Unit 1
Product Catennns 61729 Il coraction Fliid Rt n Cunnad Drina- —
< >

8.) Click “Account Assignment” tab
Note: If you have an 10 Skip number 9 and 10. Go to 11.

Create Shopping Cart: 1000151125
‘ | Close ” Print Preview H Save H Check H Park H Export H Import ‘ @

Number 1000151125 Name Program Name -Office Supplies Status In Process Created On 05/02/2022 15:12:67 Created By Toya Brown

A
w ltem Qveniew
‘ Details H Add ltem 4 H Copy. ‘ Paste | Duplicate H Delete ‘
BY Line Number  ltem Type ltem Type Product ID  Description Product Category Product Category Description Quantity Unit  Net Price /Limit Net Value Currency Option Type Per Order Type Delivery Date  Notes Total Value £
LI Waterial Correction Tape 61529 Correction Fluid 1.000 EA 199 1.99 USD 1 05/20/2022 0 1.99
. Undefined Item Type 43690 Whirlpool Addity,ECP 1.000 0.00 0.00 USD 1 05/02/2022 ]
: Undefined tem Type 43690 Whirlpool Addity ECP 1.000 0.00 0.00 USD 1 05/02/2022 ]
* Undefined ltem Type 43690 Whirlpaol Additv,ECP 1.000 000 0.00 USD 1 05/02/2022 0
* Undefined Item Type 43690 Whirlpool Additv.ECP 1.000 000 0.00 USD 1 05/02/2022 0
* Undefined ltem Type 43690 Whirlpaol Additv,ECP 1.000 000 0.00 USD 1 05/02/2022 0
* Undefined Item Type 43690 Whirlpool Additv.ECP 1.000 000 0.00 USD 1 05/02/2022 0
. Undefined Item Type 43690 Whirlpool Additv.ECP 1.000 0.00 0.00 USD 1 050212022 0
. Undefined Item Type 43690 Whirlpool Addity,ECP 1.000 0.00 0.00 USD 1 05/02/2022 ]
. Undefined tem Type 43690 Whirlpool Addity ECP 1.000 0.00 0.00 USD 1 05/02/2022 ]

Details for item 1 Correction Tape

Item Data Account Assi Notes and Delivery Address/Performance Location Sources of Supply / Senice Agents Approval Process Overview User-Specified Status

You can see wha bears the costs and, if necessary, you can distribute the cost to several cost centres

Cost Distribution |Percentage | Duplicate [ Split Distribution || Change All tems |
Number  Accounting Line Number Percentage Account Assignment Category ~ Assign Number Account Assignment Description General Ledger Account General Ledger Description
001 100.00 Cost Canter e ] n) 62085000 Office Supplies

9.) Assign Number - Enter the 10 digit Cost Center for your Program Area
10.) Click “Check” (Fund and Account Assignment Description should populate.)
Note: Message — Shopping Cart has no erros. Skip numbers 11-14, go to number 15.



| [Close |[ Print Preview |[ Save |[ Check |[ Park |[ Export |[ Import | (@4
@ Line 1: Account 62085000 requires an assignment to a GO object
@ Line 1: No funds center in item 00001 (3¢ )
@ Line 1: Error in account assignment for item 1

@ Line 1: Enter a value in the mandatory field Order in account assignment

‘ Number 1000151125 Name Program Name -Office Supplies Status In Process Created On 05/02/2022 15:12:57 Created By Toya Brown ‘

M Notes and Attachments Delivery Address/Performance Location | Sources of Supply / Senice Agents | Approval Process Ovenview | User-Specified Status ~
You can see who bears the costs and, if necessary, you can distribute the cost to several cost centres
Percentage Details | [ Add Line |[ Gopy | [ Paste | [ Duplicate | [ Delete Split Distribution | [ Change All ftems
Number  Accounting Line Number Percentage Account Assignment Gategory  Assign Number Account Assignment Description  General Ledger Account General Ledger Description
0001 100.00 Order | 62085000 Ofic Supplies
Basic Data Funet [ -
* Percentage: Budgst Pariod: - |
Account Assignment Category Ofice Supplies
Fund Center 4 Unfunded Accounting Line: [~]
- orger — Prvacy: i Prvacy—[¥]
Grant NRGRANT [FINOT RELEVANT GRANT
Functiona Area —
Cortrling Area:
General Ledger Account: 62085000 [Flofice Supplies
Business Area: [ -

11.) Click “Details” under the Account Assingment Tab

12.) Under Details for Item 001; Account Assignment Category “Click the Down Arrow” and choose “Order”
13.) Order “Type the 10” ex: 3100000123

14.) Click “Check” (Fund and Cost Ceter associated with 10 should populate.)

Add Attachment

Here, you can upload a file and attach it to the selected item
File: { Browse... | No file selected.

Description: 1

Visible Internally only:

v

oK [Ganeet] |

15.) Click “Notes and Attachments” tab
16.) Add Attachments (Attach supporting doucumentation: quote(s), requsitions, and other supporting
documents.)



Search: Name

Search Criteria

[clo
[Search Term 2

<) vz o1

[ l®e
[Name 1/Last Name =l @
[Mame 2/First name

= l®@e

Maximum Number of Results:

Results List: 1 results found for Name

Mame of Org. = Postl . Ciy Street Street 2 Street 3 Street 4 House . B
1201-2AN - MISSISSIPPI... 39201 JACKSON CENTRAL HIGH BLD/RE... 359 NORTH WEST STREET DELIVERY HRS: 7:30 A...

v
<

>

17.)Click “Delivery Address / Performance Location” to add where items ordered will be shipped.

18.)In order to search for the delivery address, click on the ]
The Search Criteria will display

Click on ¥ Change “Search Term 1” to “C/O” from the drop down list.
In third column on the same line type 1201-2AN*, click “Search”

Shipping Locations:

1201-2AN Central High Bldg Receiving 145, 359 North West Street (Delivery 7:30 am -2:00pm)
1201-2AS Office of Textbooks, 500 Greymont Avenue



Create Shopping Cart: 1000151290
| [ Close || Print Preview |[ Save || Check || Park |[ Export | Import | (@]

Number 1000151230 Name TB409506 05/05/2022 12:06 Status In Process Created On 05/05/2022 12:06:00 Created By Toya Brown

UnugE e 1y vy EnpUL AU L R vouw vovw ' varvaizves u
Undefined Item Type 43690 Whirlpoal Addity ECP 1.000 0.00 0.00 USD 1 05/06/2022 0
. Undefined Item Type 43690 Whirlpool Addity. ECP 1.000 0.00 0.00 USD 1 08/05/2022 0
Undefined Item Type 43690 Whirlpool Addity.ECP 1.000 0.00 0.00 USD 1 05/05/2022 0
Undefined Item Type 43690 Whirlpool Addity ECP 1.000 0.00 0.00 USD 1 05/05/2022 0
Undefined Item Type 43690 Whirlpool Addity.ECP 1.000 0.00 0.00 USD 1 05/05/2022 0
Undefined Item Type 43690 Whirlpool Addity ECP 1.000 0.00 0.00 USD 1 05/05/2022 0
Undefined Item Type 43690 Whirlpool Additv.ECP 1.000 0.00 0.00 USD 1 05/05/2022 0
Details for item 1 Correction Tape
Item Data Account Assignment Notes and Delivery Addr P Location Sources of Supply / Service Agents Approval Process Overview User-Specified Status
Mo supplier has been assigned; select and assign one of the following sources of supply
Sources of Supply
[ Assign Supplier || Compare Suppliers
EX Supplier Number Supplier Name = Contract Item Contract ltem Description Supplier Product Number Net Price Currency Per Unit In Supplier List Priorit
3102091613 Southern Pine Inspection Bureau, Inc 0 0.00 0 EA Yes 0
3100034063 Staples Inc 0 0.00 0 EA Yes
3100034063 Staples Inc 5200052968 142 Correction Fluid 142 0.00 usp 1 EA No 0
3100034063 Staples Inc 6200052968 19 Correction Fluid 61529 0.00 usD 1 EA No 0
3102085671 Superior Text LLC 0 0.00 0 EA Yes 0
You may suggest a preferred supplier to the purchasing department
Preferred Supplier:
Supplier Master Record: Display
« >

19.)Click “Sources of Supply /Service Agent” tab. (The supplier that will be supplying the items purchased.)
20.)Scroll down to locate supplier. Once supplier is displayed, select the supplier, and click “Assign
Supplier”. Supplier information will populate.

See screen view below:
Note: If you have the supplier’'s number, then the supplier’s 10 digit number can be typed in the box
that shows “Preferred Supplier”. Ex. of a supplier’s number is 3100034063.

Details for item 1 Correction Tape

lter Data Account Assignment Notes and Delivery

Remove Assigned Supplier

The Item Will Be Ordered from the Following Supplier:

Location Sources of Supply / Service Agents Approval Process Ovenview User-Specified Status

Supplier 3100034063 Staples Inc Contract / ltem: 8200052968/19
Purchasing Info Record Delivery Date:  |06/27/2022
Location / Plant MS DEPT OF EDUCATION | Supplier Master Record: Display,

21.)Click “check”

22.)Click “ Save” if need to return to the SC later or if shopping cart is complete, click “Order” and shopping
cart will route to program office approver. Once approved by program office approver, shopping cart
will route to procurement for processing to receive a PO.



