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Supplier Relationship Management (SRM) 7.2  

How to Add a Line Item(s) to a Purchase Order from an Approved Shopping 
Cart 

Situation:  

The approved Shopping Cart (SC) had multiple line items.  However, the buyer failed to select 
all of the approved line items at the time the Purchase Order (PO) was created.  In the example 
that follows, the SC, 2000856540, had 4 line items, but the buyer selected only 2 line items. 

 

1. SC was created for 4 line items as shown below: 
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2. At the time of Assign Sources of Supply: Step 1 (Select Requisition), the buyer only selected 
line items 1 & 2. 

 

 

3. At Step 2, because only line items 1 & 2 were selected, only those line items will be sourced 
with a PO. 
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4. At Step 3, Assign Sources of Supply: Step 3 (Review Drafts (2 Items)), notice that the PO 
will only be sourced with the 2 line items selected from the previous step/selection. 
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5. When the PO, 4600374121, was processed it only contained 2 line items. 
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6. The PO 4600374121 contains 2 line items and not the 4 line items that the buyer intended.  
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Corrective Action: 

7. Display the PO and place the PO in Edit mode by clicking on the “Edit” button.   

 

 

8. After you place the PO in Edit mode, the yellow “Add Item” button will be available for you to 
select. 
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9. When you select the yellow “Add Item” button, a drop-down menu list will appear which will 
contain multiple options for adding a line item to the PO.  In this scenario, there was a 
previously approved SC, 2000856540; (with 4 line items) so “Old Shopping Cart” is selected. 
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10. After selecting “Old Shopping Cart,” enter the number of the SC. In this example, number 
2000856540 is entered. Then select the yellow “Search” button. The system will retrieve the 
SC number you entered and display it in the Search Results.   
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11. Expand the SC by selecting the black triangle under the “Name/Number” column.  
This is a critical step. If you highlight the row and select “OK” without expanding the 
SC, then the system will retrieve all of the SC line items and insert them into the PO as line 
items.  

 

 

12. After expanding the SC by using the black triangle, select the line items you want to 
add.   
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13. Highlight the line items you wish to add to the PO. In this example, line items 3 & 4 were 
highlighted. Then click the “OK” button. 

 

 
14. The system will “add” lines 3 & 4 into the PO. 
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15. Yellow warning messages will appear. The yellow warning messages are stating the fact 
that line items 3 & 4 never orginally went through Assign Source of Supply, Step 2; nor 
Assign Source of Supply Step 3, Review Drafts.  This yellow warning message is acceptable 
in this situation because you are adding the line item(s) that were missed/omitted when the 
PO was originally created.  These line items (3 & 4) will be added to the PO and the PO will 
retain its original Transaction Type, in this example ZSTD, SCEIS Standard PO. 

 
Click the “Order” button. 
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16. Once the PO is in an “Ordered” status, you can print the PO and display the 4 line items. 
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17. Now that line items 3 & 4 have been sourced, you will not find the SC 2000856540 and any 
of its line items to be sourced, because they have all been sourced. 

 

 

18. Screenshots 19 and 20 display the document numbers and their status under the “Related 

Documents” tab.  It also indicates the SC and its appropriate line item, 2000856540/3 and 

2000856540/4. 

19. 
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20. 

 

 

Congratulations! You have completed the purchasing process of the SC and its 4 line items. 

 

 


