SWEIS

Supplier Relationship Management (SRM) 7.2

How to Access Purchase Order Information from a Shopping Cart

Situation:

The Shopping Cart Creator wants to display the purchase order information related to the
shopping cart they created. To display the purchase order information, the shopping cart “ltem

Status” must be “Follow-On Document Created.”

1. Click the “Follow-on Document Created” link of the “Shopping Cart Number” needed for

display.

. 9
Home Employee Self-Services Goods Receipt (MIGO)
—
D  crovsesorsonics > ouerven > Snopang aea Fszeen | opions
Shop ‘Advanced Search
~ Shopping Carts (22)
view | shop | Ospey = eate Conira Refresh exports v &
’T’D Shopping Cart Number Shopping Cart Name: tem Number | Configurable tem Number ftem Name Status Created On | Quantity = Unit Net Value | Currency Total Net Value = Currency = Hem Status. )
chevrolet 10/17/2014 1 2015 Chevrolet Siverado 2 WE ext Awaiting Approval A0A7/2014 125636 1 EA 2751200 USD 2731200 USD Awaiting Approval
chevrolet 10/17/2014 2 SC Sales Tax Awatting Approval 1017/2014 12:56:37 1 EA 300.00 USD 27,.812.00 USD Awaiting Approval
optiplex10/17/2014 1 OptiPlex 9020 Mini Tower Awatting Approval 1017/2014 12:50:03 1 EA 1,6805.59 USD 160559 USD Awaiting Approval
GRA16003 10M6/2014 1428 1 Extended warranty coverage Saved 10/16/2014 14.29.02 1 EA 44,421.64 USD 4442184 USD Saved
GRA16003 101372014 15:49 1 Dahle paper shredder- NSA approved Saved 10/13/2014 15:49:40 1 EA 2,750.00 UsSD 2,750.00 UsSD
D T T (o e
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2. The “Display Shopping Cart” screen will appear. In the “Details for Item...” section, click the
“Related Documents” tab. To display the purchase order, click the link (4600......) in the
“Document Number” column.

Display Shopping Cart
\

Number 2000855703  DocumentHame HP Pro 400 Status Approved  Created On 09/30/2014 125547  Created By GRAZYNA KUBILISZ

Buy on Behalf of- | 16054 GRAZYNA KUBILISZ Header Approval Note:

Name of shopping cart: [HP Pro 400

Header Dats: Vslues
Approval Process: Dispiay / Edit Agents
Budget: Dispiay.

Document Changes: Displav

Create Confirmation |F[ero

3| Line Number | tmTyps | ProductiD | Descrintion Product Category | Product Category Description Quantty | Unit | Net Price / Limt | Currency | Option Type: | Per | Order Type | Delivery Datz | Notes | Attachments | Account Assionment Type | Account Assignme
S 1 Waterial black toner cartridne CE410x 20772 Printer Aceassories and Suppies: Paper ink etc. 3EA 7627 USD 1 1omeRMe 1 Cost Center ES00G00000
o Materizl cven toner cartridge CE411A | 20772 Printer Accessories and Suppies: Paper ink etc. 28 88.46/USD 1 onezne | 1 Cost Center ES00G00000
t 3 Materizl magenta toner cartridge CE4124 | 20772 Printer Accessories and Suppies: Paper ink etc, 2EA 88.46|UsD 1 1062014 | 1 0 CostCenter ES00G00000
o a aterial yelow foner cartridqe CE134 | 20772 e [ e e 2en 85.46|UsD 1 onemots | 1 0 costCenter £500G00000
[»] petails for item 1 black toner cartridge CE410x [x]
e —
ftem Data. Account Assignment Notes and Attachments Delivery Address/Performance Location Sources of Supply / Service Agents Approval Process Overview User-Specified Status
 History |
View: Fitter Setlings
Document Name Document Number 8ack-End Document umber Status. Date Quantty | Unt | Value currency
Shopping Cart black toner cariridge CE410x Follow-on Document Created 081302014 3EA 22881/UsD
Total 3EA 22881/UsD
Purchase Order black toner cariridge CE410x 460037542611 Ordered 10072014 3EA 22881|UsD
Total 3EA 22881/UsD

3. After the purchase order is in “Display Purchase Order” mode, the user will have the ability
to review all aspects of the purchase order. The screen will default to the “Overview” tab
which includes all line items, quantities and prices.

Display Purchase Order

Related Links 4
Purchase Order Number 4600375426 Purchase Order Type SCEISStandardPO  Status Ordersd  DocumentDate 10/07/2014  Total Value (Gross) 82032 USD  Smart Number Supplier US INK AND TONER ING

o:erview}' Header « tems | MNotes and Attachments | Approval  Tracking

General Header Data Note to Supplier
Smart Number: [RFA_US Ink & Toner_toner car]
[ Smart Number is External

Purchase Order Number: 4600375426 Internal Note:

INK AN

Supplier: * (7000082844 NER INC

Requester: * (16054 RAZYNA KUBILISZ

Recipient: [16054 GRAZYNA KUBILISZ
Location; [46362 Revenue and Fiscal Affairs Office
Ship-To Address: 94 SCEE Root

Purchasing Organization: * |SCEIS Purchasing Organization

Purchasing Group: * |Revenue & Fiscal Affairs Show Members
Total Value (Net): 759.57 | USD
 tom Overview. =

Fiker Seffings

Ty Line Number | Deleted | hem Type | tem Number | ProductID | Description Product Category | Quantty | Unit | Currency | Per | NetPrice | OptionType | OrderType | Condiion | Option Status | Delivery Date | Account Assignment Type | Account Assignment Number
= 0L Waterial 1 black toner cartridge CE410x 20772 3EA USD 1 7627 10/16/2014  Cost Center ES00G00000
-2 Material 2 Cyan toner cartridge CE4114 20772 2EA USD 1 88.48 10162014 Cost Center ES00G00000
-2 Material 3 magenta toner cariridge CE412A 20772 2EA USD 1 88.45 101612014 Cost Center ES00G00000
- Waterial 4 yellow toner cartridge CE413A 20772 2EA USD 1 88.46 10/16/2014  Cost Center ES00600000

Total Value (Net) | 75957 | USD
TotalTax | 6075 | USD
Total Value (Gross) | 82032 | USD
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4. To display Header notes and attachments, click the “Notes and Attachments” tab. To
review the notes, click the link in the “Category” column. (This view displays all notes
associated with all line items.) To review attachments, click the link in the “Description”
column.

Display Purchase Order
|/ [ | [en o]

Purchase Order Number 4500375426  Puj CEIS Standard PO Status Ordersd  DocumentDate 10/07/2014  Total Value (Gross) 82032USD  Smart Number Supplier US INK AND TONER ING
Overview | Header < ftems Hotes and Attachments J) Approval | Tracking

=

¥ lotes [l

ad Fiter Settings
Assigned To
om0 1”black toner cartridge CE414
fem02"cyan toner cartridge CE41

Category Text Preview

Vendor Text black toner cartridge CE410X for laserjet Pro 400 color .
Vendor Text cyan toner cartridge CE411A for laseriet Pro 400 color
Hem3"magenta toner cartridge CE

Htem04"yellow toner cariridge CE413

A"| Wendor Text magenta toner cartridge CE412A for laseret Pro 400 col

Wendor Text yellow toner cartridge CE413A for laserist Pro 400 colo

w Attachments 1

Atiachme c Fiter Settings
Assigned To Category Fie Name Version Processor Visibie Internaly only Checked Out Type | Size (kB) Changed by Changed on
Postion01"black toner cartridge CE410x" Standard Attachment £757555 Pro 400.pdf 1 0 pdf 685 GRA16003 09130/2014

5. For greater detall, click the “Details” button in the “Item Overview” section of the purchase
order.

O

Exercise Option | || Order as Direct Material | ||| Process Allkems Fiter Settings

HemType | fem Number | Product D | Description Product Category | Quantty | Unit | Currency | Per | NetPrice | Option Type | Order Type | Condition | Option Status | Defivery Date | Account Assignment Type | Account Assignment Number

Wateral 1 black toner cartridge CE410x 20772 3EA USD 1 7627 10/16/2014  Cost Center E500600000
Materal 2 cyan toner cartridge CE4114 20772 2EA USD 1 8848 1016/2014  Cost Center ES00G00000
Wateral 3 magenta toner cartridge CE4124 | 20772 2EA  USD 1 88.48 10162014 Cost Center ES00G00000
Waterial & yellow toner cartridge CE413A 20772 2EA USD 1 88.45 10M6/2014  Cost Center E500G00000

6. To determine if payment has been issued, click the “Header” tab, then “Extended PO
History.” If a check has been mailed to the vendor, the associated “Clearing Document”
number will display. (A check has not been issued in this example.) Details of the
“Accounting Document” or “Clearing Document” will not display. Only the number will
display.

Display Purchase Order
I 5

Purchase Order Humber 4600375426 Purchase Order Type SCEIS Standard PO Status Ordered Document Date 10/07/2014 Total Value (Gross) §20.32 USD Smart Humber Supplier US INK AND TONER INC

3} Heade: [ Notes and A b
verview T ems otes an ppro
‘ GeneralData | Notes and Attachment | Output | Budget | DocumentTotals({ Extended PO Hi Payment | Synopsis | User-Specified Status

Send To Records Management Expand Al Close Al
ltem/Header > Description ObjectD in Back-End | Document Date | Quantity | Base Unit | Value in Fl area | Currency in FM area | Value | Currency AccuunhngDncume\nvmceReference PartialResidual | Complete | Other PO

~ PO Information

= Total Value in Purchase Order 82032  USD
~ Item 1/ black toner cartridge CE410x
= Total Value in Purchase Order 3 EA 24711 USD
= Value in Purchase Order 4600375426 / 00001 3|Ea 24711 USD
~ Item 2/ cyan toner cartridge CE411A
= Total Value in Purchase Order 2 EA 19107 USD
= Value in Purchase Order 4600375426 / 00002 2 EA 19107 USD
~ Item 3  magenta toner cartridge CE412A
~ Total Value in Purchase Order 2 EA 191.07 USD
= Value in Purchase Order 4600375426 / 00003 2| EA 19107 USD
~ Item 4 yellow toner cartridge CE413A.
~ Total Value in Purchase Order 2 EA 19107 USD
= Value in Purchase Order 4600375426 / 00004 2| EA 19107 | USD

O0O0000000oooooao
O00000000o0ooooo
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7. Details are available on individual line items by clicking on the “ltems” tab. A list of tabs will
appear including “General Data,” “Prices and Conditions,” “Account Assignment” and other
tabs as shown below.

Overview | Header Item!)’ Notes and Aftachments © Approval | Tracking

w tem Overview

7| Line Number | Deleted | MemType | temNumber | ProductiD | Description Product Category | Quantity | Untt | Currency

Per | NetPrice | Option Type | Order Type | Condition | Option Status | Delivery Date | Account Assignment Type | Account Assignme

-1 Waterial 1 biack toner cartridge CE410x 20772 3EA  USD 1 7627 10/16/2014  Cost Center ES00600000
-2z Material 2 cyan toner cartridge CE4114 20772 2[EA USD 1 88.46. 10/16/2014  Cost Center E500G00000
-2 Material 3 magenta toner cartridge CE4124 20772 2[EA USD 1 88.45. 10/16/2014  Cost Center ES00G00000
-4 Material 4 yellow toner cartridge CE413A 20772 2[EA USD 1 88.45. 10/16/2014  Cost Center ES006G00000

Total Valug (Net}
Total Tax
Total Value (Gross)

ils for Item 1 black toner cartridge CE410x

< ' GeneralData | Prices and Condtions Account Assignment Notes and Attachments Approval Preview Related Documents Delivery Extended PO History User-Specifid Status Subcontracting

\

Payment

8. Any contract associated with the purchase order can be displayed through the “General
Data” tab by clicking on the “Show Contract” link.

Display Purchase Order
|'[%] | [ch rt || Related Links « o]
Purchase Order Number 4600375426  Purchase OrderType SCEISStandardPO Status Ordered  DocumentDate 10/072014  Total Value (Gross) 820.32 USD  Smart Number Supplier US K AND TONER NC
Overview  Header 7 items y Notes and Atiachments | Approval | Tracking
e T e e s T Do s e P T o ~
v Basic O
\dentification Currency, Values and Pricing
temumber: [1 Quantty [ Unit A ¢ 0] EA is equivalent to 0 )
temType: [Materisl Gross Frice / Per 7627| USD 1EA
Product I: Net Value: 22881] usD
Description: [plack toner cartridge CE410x Net Price: UEAAE
Product Category: [20772 Printer Accessories and Supplies: Paper Ink etc. SrEerIEIE RS e
Notto Exceed Price: []
4400005530 | [10 Show Coniraet rSTEEE R
Incremental Funding Active: [
Complt tem 0
Tax Code / Amount. AP Sales Tax 18.30| UsD
i Service and Delivery
Suppler Product Number. e (e
Manufacturer Part Number
Tokerance Group:
External Manufact
emal tanutacturer Underdelivery/Overdelivery Tolerance: 0.00] %/ 0.00] % [] Unlimited
Subcontracting: [] Storage Location: [0001 Revenus & Fiscal
Acceptance at Origin: []
Status and Statistics
ttem Deleted: o
Coseout Status: []
Canceled: [
Lock Line tem: []
w Partner 1
Detais | & a1 | Clea Fiter Sefiings
Functon Number Name
+ Requester 16056 GRAZYNA KUBLISZ
+ Goods Recipient 16056 UBLSZ .
- Ship-To Address " SCEIS Root
-_—

Other tabs are available for viewing. The tabs mentioned are known to be used most often.

Note: The purchase order cannot be edited, printed or print previewed from the
shopping cart.
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