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SRM 7.2 Shopping Cart Creation

Create a Shopping Cart Using the Contract Search

Exercise 1
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SEEIS

South Carclina Enterprise Information System

SRM 7.2 Shopping Cart Creation

Exercise 1: Create a Shopping Cart- Using the Contract Search

Create shopping cart for non-stock items from an existing contract using NIGP/Contract Search.
In this exercise, we will be requesting “Police Pursuit Tires.”

1. Select “Employee Self-Services.”
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2. From the “Employee Self Services” screen, click “Shop.
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SRM 7.2 Shopping Cart Creation

3. Select “NIGP/Contract Search” and ENTER.

Submit Search

Shop in 3 steps: Step 1 (Select Goods/ Service)
o] | [come | 8.
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4. In the next window, type in the search criteria for “*tires*” under the Contract Search Tab.

Then click = . This is to verify the item is or is not on contract. Always use

“Contract Search” as your first option.

SCEIS The South Carolina Enterprise Information System
Contract Search - 2010 02 25 0001

Enter a keyword to search by. Click on a contract link to view the contract and its items. Click the Selected tab to list your

current selections.

Contract Search NIGP Search Selected

Showe current active centracts only: Show minority businesses only: D
Ever use a wildcard search? Click here for help.
Mo results found

Cancel Process Punch-out to SR
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SRM 7.2 Shopping Cart Creation

5. Note five (5) contracts are displayed. Click on contract #4400001933.

SCEIS The South Carolina Enterprise Information System
Contract Search - 2010.02.25 0001

Enter a keyword to search by. Click on a contract link to view the contract and its items. Click the Selected tab to list your
current selections.

Contract Search NIGP Search

*tires™ Submit Search Clear

Show current active contracts only: |¥| Show minority businesses only:

Ever use a wildcard search? Click here for help

5 Contracts found, displaying all Contracts.

Contract# | Bidinv.#|  Bidinvitation | YENdor Vendor Name 4| Minority Status | Yalldity | Validity
=OMracly - D0V B SO 5| Numbers| o Ame S *| “start | End =

[ 5000012048 7000034748 INDIANAPOLIS 07282010 07/28/2015
INDUSTRIAL PRODUCTS
= 4400001532 5400001196 Tires - Statewide Term 7000052925 BRIDGESTONE 1200172008 11/30/2014
Contract AMERICAS TIRE
OPERATION
= 4400001533 5400001196 Tires - Statewide Term 7000140142 CONTINENTAL TIRE 1200172008 11/30/2014
Contract NORTH AMERICA
= 4400001534 5400001196 Tires - Statewide Term 7000041671 GOODYEAR TIRE & 1200172008 11/30/2014
Contract RUBBER COMPANY
et 4400001935 5400001196 Tires - Statewide Term 7000022518 MICHELIN NORTH 1200172009 11/30/2014
Contract AMERICA INC
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6. Contract 4400001933 shows six (6) contract items on this specific contract.

SRM 7.2 Shopping Cart Creation

Return to Search Screen

Check mark the box next to 00001 Police Pursuit Tire and click
bottom of the screen.

at the

Bid Invitation 5400001196 - Tires - Statewide Term Contract
Contract Notes

Vendor 7000140142
Vendor Address CONTINENTAL TIRE NORTH AMERICA
1830 MACMILLAN PARK DRIVE
FORT MILL SC 29707
District LANCASTER E-mail
Telephone (704) 583-8818 Fax Number (704) 583-8737
Minority Status Not Applicable
Vendor Contacts
2 Contacts found. displaying all Contacts.

Contact Name [ Function | Phone [ Emal ___|

BOYKIN-JOHNSON, KIMBERLY PRICING ADMINISTRATOR (704) 583-4811 kimberly. bovkin-jshnson@conti-na.com
WALTERS, BRETT Primary Contact (704) 5832818 brett waltters@conti-na.com
Attachments

2 Attachments found, displaying all Attachments.

Attachment Title attachmentDate

INTENT TO AWARD S400001198.00C 11192009
Ordering Instructions tire-t20. DOC 02032011
Contract ltems
6 Items found. displaying all ltems.

Item Pricing

~1 00001 Pelice Pursuit Tire Gross Price:30.01 (each)
5C Discount Percent:-22.0 % per 0

Material Group: 88330 - Police Pursuit Tire
Agency: STATEWIDE TERM CONTRACT
00002 Autc Radial Tire Gross Price:30.01 (each)

SC Discount Percent-29.0 % per 0
Material Group: §8305 - Auto Radial Tire

Agency: STATEWIDE TERM CONTRACT
00003 Light Truck Radial Tire Gross Price:30.01 (each)

5SC Discount Percent:-32.0 % per 0
Material Group: 88307 - Light Truck Radial Tire

Agency: STATEWIDE TERM CONTRACT
00004 Light Truck Bias Tire Gross Price:30.01 (each)
SC Discount Percent:-22.0 % per 0
Material Group: 83307 - Light Truck Bias Tire
Agency: STATEWIDE TERM CONTRACT
00005 Medium Truck Radial Tire Gross Price:30.01 [each)
5C Discount Percent:-42.0 % per 0
Material Group: 88210 - Medium Truck Radisl Tire

Agency: STATEWIDE TERM CONTRACT

7. This will take you back to the contracts for “tires” screen. Click | Punch-outto SRM | Tpis il
bring you back to the Shopping Cart in SRM.
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SRM 7.2 Shopping Cart Creation South Carolina Enterprise Information System

8. Enter the Quantity (2), Net Price/Limit ($100.00), Delivery Date (Current Date + 1 week).
Press ENTER on your keyboard.

Shop in 3 steps: Step 2 (Shopping Cart (1 item))
4 Previous || Met ] | | Crcer | | [ Cose || Save |[ Check

1) Line 1: Funded Program U12064M201 does not existin FM area SCO1
) Line 1: Error in account assignment far ftem 1
Line 1: You are not alowed to enter a tax urisdicion code for country US

[ Line 1: ou are not alowed o enter & tax jurisdiction code for country US

I+ ¥ 2 3 <4
Select Goods/Service Shopping Cart {1 itern) Complete and Order

+in Shopping Cart

s [ g e || Copy || Paste [ Dupicate || Daete |

USIEl Notes | Aftachments Account Assignment T
0 [} Cost Center

& Number | Rem Type | Product D | Description Froduct Category | Product Category Description t | [PEERITINY Currency | Option Type | Per | Order Typel™D
4l Material Polce Pursut Tre 86330 Tires and Tubes Misc. (Not Otherwise Listed) w S0 1

Note the funding error messages. They should disappear as the Shopping Cart is completed
and the funding is correct

9. Click the Details button found under “Iltems in Shopping Cart.” Open, verify and update

tem Data

information in the “ltem Data” section . You may need to update the Description
Field to reflect what you are purchasing. In this example, change to Police Pursuit Tire
P235/50R18.

Verify the Purchasing Group, Company Code SCO01, Quantity (2), Price Currency (100.00),
Price Unit (1), Tax/Amount (11 A/P Sales Tax), your agency’s Location/Plant, Storage
Location Delivery Date.

Shop in 3 steps: Step 2 (Shopping Cart (1 ltem))

|8 Prevena | et #] [ e
1D Lne 1 Funded Program UIZ00AMIS1 does ot exmt 1 I ares 5031
1) Une 1 Lrar in acoount sssgnment for fom 1
[ Lne 1 Vo are ot admwved 1 emier & tan jormScion code for couniry US
[ Line 1 Vo et miowved 13 enier 3 tax jormdicton code fir country US
" 1 7 3 -+

Sewet GoomTennce Shopping Cart (1 nem) Compare ans Crter

e Dats. Aot Axngrrent heoten et Aacwrtn Dvivary AddressPuriormance Loceton Sourcen ot Sapply | Serves Agesty ey

e et st Currency, Vabees st Proceng
tem Type  Matersl Order Guantly | ink IEa O ean
Coscrpton * [Poice Purnut Tre PI3LA0RE WIWY Croered Ouantty IUnt 8800

Product Categery. | 8633 Tres 008 Tutws Mac (Mot Carmne Lated) Con Oty ilnk T A

rder wa Dwwct Materint Brce i Currmncy 15056] USD | Peaust| 1

Organization
Purchaning Group: [DOT -D4 - Offen - 2 .
cremental fundng Adve
Campary Code [SC01 () State of South Carsirs Coots Rnorpt
Furiher Properties Frece Reoeet
Suppher Product Memser. | 8833 Goomn Bacect Mon Vsl
< T/ Amoust. (11 A% Sals Tax =] .00 usD

Sercce Uaster Aecord Dasa
Service and Delrery
Fosherm Ky Locaton
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SRM 7.2 Shopping Cart Creation

South Carolina Enterprise Information System

10. Under the - -

tab, The General Ledger Account and the General Ledger
Description are mapped to the Product Category (NIGP) number and are defaulted. Enter
the cost center number in the “Assign Number” field. Press the “Enter” key on your
keyboard. The Business Area field will automatically populate.

Shap in 3 steps: Step 2 (Shopping Cart (1 item) )

4 Provious || Hexd b Ciwa || Save | Check |

I Ut 1 Fursded Program UT0FAMI01 does nst exind in FUl area 5001
M Uee 1 Ervor i sccoust assignment fr tem 1
[ L# 1: You are not slowesd 1o enter 8 tax jurisdecton code for country U5

[B) e 1 iou are not alewed in ener & bax prisdicten code for cousiry LIS

Sewct Gosdn/Service Shopping Cart (1 item) Compless ad Order

acan
[ copy | Paste || Duphecate || Deiete |

emTyge | Prodect © | Descreten Froduct Categery | Froduc Categery Descrgien

Cwarily U | Met Prce Lt | Currescy | Opten Type | Per | Order Type | Getvery Dale | Noles | Allachmerts | Acceunt 1 Type | Accownt. e St
aterial ks Pursyt Tre PRISAGRID U9 6330 Tires and Tubsa Mac. (Hot Oharwins Lsted) ) 190.00 W50 1 RN 2 2 Cost Center
L2

Account Assignment Motes and Amachments Debvery Leemen 5 # Sspply | Service Ageats

bears the costs s ogeagsary, y the cost

Percentage | Une | [ Corpy | [Povsin | [ Dupiicae | [ Toiein Splt Cmributon | Changs Al

Accounies Line Numter Percentage Account Assgnment Caegory Asgn Humber Accoent Assignment Description Genernl Ledger Accou ‘Genenal Ledger Description Business Ares

100.00 Cost Comer e Ve Fairfed Uaint SO31510000 MOTOR VEHICLE Suie ClkJ

Content

sunt Assigement Descrgien | Account Assignment | Geaeral Ledger Account
ENTER GAL

11. Complete the Cost Assignment Section by clicking “Details.” The “Details” button is located
directly below the Account Assignment tab (highlighted above).
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SRM 7.2 Shopping Cart Creation

SWEIS

South Carolina Enterprise Information System

12. Note the Cost Center and G/L are carried over to the “Details” screen, and the Fund Center
and Commitment items have populated. Enter your agency’s Fund, Functional Area and

use “Not Relevant” as the Grant.

Shop In 3 steps: Step 2 (Shopping Cart (I tem))

|4 Prevous | nest k]

[ cioss || Save || chack |

I Line 1: Funsed Frogram U120L4MZ01 Soes not xist i FM ares SC01
I Une 1: Error in sccount assknment for bem 1
[& Line 1 ¥ou are not nlowed in enter 0 inx jurisdiction eode for coustry U5

[= Lne 1- ou are not nkswed tn enter o iy ursdiction eode for coustry (5

» 1 2 3

ekt (RONGerCE shapping Cart (1 tem) Compite and Order
Details for iem 1 Police Pursuit Tire,P2IGG0R1E 89W
aem Cists Aceount Hstea nnd Debvery  Location Sourees of Sspply | Servies Agents

Agge Creerview

You can se¢ who bears the costs and, if nece-ssary, you can distribute the cost 1o several cost centres

Cost istribution |Fercentage v & Line || Copy || Paate || Dupicate || Deiese | | [ Spit Cestritason || Chasge 48 pema |
Number Agunting Line Number Percanlage Account Assgnmen! Categury
o001 100.00 Cost Center

Details for ibem 0001 : Cost Center

Ansign Number
U401

Gasic Data Percentage: = | 100.00 Fung (44509000
Arcount Assignment Category: | Coat Center - Commament ke [S031510000
Cos! Cantar. = [U1Z0EANZTT 1) Fairtieis naint Unhinded Accounting Line:

Fund Centar: [Y120E4M201 [s)
Order 7
Grant: [HWOT RELEVANT [/

Functional Aren: | U120 G210

Controing Ares: [SC01

General Ledger Account: (5031510000

3

Bushess aren: (11170 [s]

Agmunl Assignment Deswiston
[Fairfieid Maint

General Lediger Account General Ledyer Descripton
5031510000 MOTOR VEHICLE SUPP

ad

[TMOTOR VEHICLE SUFF

13. Click at the top of screen to check for any Account Assignment errors.

14. Complete the Notes and Attachments section

Motes and Attachments

. Enter “Please call

prior to delivery” in the “Notes” section, Category: Vendor Text. Click Ok

Note: “Vendor Text” is a note to the vendor that will print on the Purchase Order. When
using Category: “Internal Note,” this is an internal note to the buyer only and will

not show on the Purchase Order.
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SRM 7.2 Shopping Cart Creation South Carclina Enterprise Information System

15. An attachment may be added in the “Attachments” Section (highlighted)

{8 v et ]| | o | e 5o o)

BLiet i Tor counlry US
[ Line 1. o ave not alkreved o enter a tax jurisdiction code for country US

I7||T|H

— | thangea
| [3] e tatie ses ot contam any dats

16. On the _ tab, verify the Ship-to Information is correct.

This information defaults from your User ID address.

[ Preveus e o] | [ cooer| | [cuse | save [ crest]

B Line 1 i s st aliwved o ool & b jurindiction cods foe oty US |
B e 1 oty US|

S

Mo, (3228 Boct P~ r—
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SRM 7.2 Shopping Cart Creation

South Carclina Enterprise Information System

17 On the Sources of Supply / Service Agents

tab, the supplier will default from the contract we
chose in our Contract Search. We selected Contract 4400001933 (highlighted), which is tied
to Continental Tire North America as the supplier (highlighted).

Shap in 3 steps: Step 2 {Shopping Cart (1 item))
[ Previcus | Mext &)

[Ciose [ Save | Check |

[ Line 1: o are not aBowed b #nler & Bax urindiction code for country US

(58 Line 9: "o are not slowed o enter 8 tax jurisdicion code for cosntry U5

2

¥ -
Selct GooduSenice Shopping Cart [1 item) Complets and Deter

Irems in Shopping Cart

Dty || 4dd Bem || Copy || Paste || Dopheate || Deiete |
¥y | Lirw Humber | ban Type | Product D | Descriphon Product Category | Product Category Descripon Cuarsty | Us | MelPrice [Limd | Currency | Option Type | Per | Orcler Type | Delery Date
M-a Uatarial ks Pursud Tus PRISSORIE B0V B8330 Tws ned Tobes Minc: {Hol Oftarmine Linted)

Holes | Afiacheents | Actount Asignment Typs | Accoust Assignme
2EA 10080 USD 1 112013 1 ] Coal Cacter

© Details for em 1 Police Pursult Tire, P2IS50818 950
o Data Aeceunt Asgrment MNotes and Afackments. Deicary Ao saaiber formance Locaton Sources of Supply | Sarvice Agents | Appuval Frecees vervare Suscortractng

[Ramoes Asagnes Sappeer |

The Bam Wil e Ordered from e Folowing Supsher:

i«nur. 000140142 CONTHENTAL TIE NORTH AMERICA I

Contract / bem: [44D00015331
Suppler Muster Record: Dol

Lecaton | Pant |5C Dept of Transperiasen

18. Click the ST DR nte|

tab. Note the “Process Step.” The Shopping Cart
Creator has approval authority under $2500. The example in this scenario is under $2500,
thus is automatically approved.

Shop in 3 sleps: Step 2 (Shopping Card (1 item))

[ Prevean [ fient &) |

[Cione |[ Bave |[ Chech

[ Line 1 e are sl akowed 1 enler 8 lax prndicion code e cosny US

[ L 1: ou mre mot alowed 2 emier 8 ax joradichen cose for contry LS. =
" 1 2 5 -4
Selest DoednTervee

Shapping Cart {1 em) Compiete ned Orser

fema in Shopping Can

[ Dtmin | 29 e |[ Copy |[ Pamte § Doptcate | pewte |
T Lind Humber | Bam Tyge | Product D | Dascrigtion Priduct Cattgery | Produdt Category Cescrpton Quantly | UnE Nt Price/Lmd  Currency | Option Type | Par | Order Tyge  Deivery Dale | Holes  Afschmests
1 Materal Pokcn Puek T PRASSER10 500 D530 Teea nd Tubes Une. {lict Ofterwine Lated) TEA 103,00 Uso 1 mamn g (]

Conl Cerer

e Data At Assigreel Bletrs mnd Alachmests Debvery Addiesafier rmance Locaten

Currast Status: [wbal

Current Process Step:
Curmenty Processed By:
B T T L ey ——
Header em
Hasger Approval Status
[a apsrover ]

Process Sieg fatin Process

sutomatic Approval [ipen (o Decision Made)  System
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South Carolina Enterprise Inforn

mation System

SRM 7.2 Shopping Cart Creation

19. Click _Check ] at the top of the screen to verify all information is correct. Once all is “green,”

click the Jlhext ¥ 11 putton also located at the top of the screen. This takes you to “Shop in 3
steps: Step 3 (Complete and Order) screen.”

20. Name your Shopping Cart.

21. Once the Shopping Cart has been named and the Shopping Cart is in “green” status, click

the | button located at the top of the screen.

Shop in 3 steps: Step 3 (Complete and Order)
Mext | Drder| | | Close || Save || Check|

Line 1: % ou are not aliowed to enter a tax jurizdiction code for country US

Line 1: % ou are not aliowed to enter a tax jurizdiction code for country US

I» 1 2 3 -4
Select Goods/Service Shopping Cart {1 item} Complete and Order

IName of =hopping cartl |Pursuit Tires 09112013
Mumber: 2000437319
Approval Process: Display / Edit Agents

Header Approval Mote:

Budget. Display

You have successfully created a Shopping Cart from an existing contract!
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SRM 7.2 Shopping Cart Creation

3

Note: The Shopping Cart number is at the top of the screen (highlighted).

Shop in 3 steps

Line 1: You are not alowed to enter a tax jursdiction cods for country US

ine 1: You are not allowed to enter a tax jurisdiction code for country US

Shopping cart "Pursutt Tires 09112013" with number 2000487819 ordered successfully I

Items in Shapping Cart
Ty Line Number | ftem Type | ProductID | Description Product Category | Product Category Description
1 Material Police Pursuit Tire,P235/50R18 99W 86330 Tires and Tubes Misc. (Not Otherwise Listed) 2EA 100.00 USD 1 091112013 1 0 Cost Center

Quantiy | Urit | Net Pice /Limit | Currency  Opton Type | Per | Order Type | Delivery Date | Notes | Attachments | Account Assignment Type | Account Assignment Number

What do you want to do next?
You can now print his shopping cart or continue shopping
Print Preview

Shop Again
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