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Create a Shopping Cart Using the NIGP Search
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SRM 7.2 Shopplng Cart Creation South Carolina Enterprise Information System

Exercise 2: Create a Shopping Cart Using the NIGP Search (Non-
Contract)

Create shopping cart for a non-contract using NIGP/Contract Search. In this exercise, we will
be requesting a Snowplow Auxiliary Lamp.

1. Select “Employee Self-Services.”
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3. Select “NIGP/Contract Search.”

Submit Search

Shop in 3 steps: Step 1 (Select Goods/ Service)
[ 3] [Gese] 0.

- S 5. - —
Select GoodaiSarvice Shiggedg Cart [anety)

)% For SCELS shopping cart creabon, chck on te NIGR/Contracl Search ink or one of the Punch-Out Catalog nks 1o shop

Froe Text: [uscibe whal vou soed ¥ you cansst fnd 8 above

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

| Submitseuc W Clewr |

Show current active contracts onhy: Show minority businezses onhy: D
Ever use a wildeard search? Click here for help.

No results found

5. If the description is not found using the “Contract” tab, use the “NIGP Search” tab. Enter
“*gummed paper*” in the box “Search for commodities/services containing this keyword.”

SCEIS The South Carolina Enterprise Information System
NIGP Search

Enter a keyword to search by. Select goods and services by clicking the checkboxes. For more detailed commaodity/senvice
descriptions, expand a commaodity class in the search results by clicking the plus sign (+). Click the Selected tab to list your
current selections.

Contract Search  NIGP Search Selected

Search for commodities/services containing this keyword

Search for commodities/senices with this NIGP Code:

Ever use a wildcard search? Click here for help.

6. Click
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7. Choose the appropriate 5 digit Material Group number (64547) from the search results by
placing a check mark in the box by the correct Material Group.

SCEIS The South Carolina Enterprise Information System
NIGP Search

Enter a keyword to search by. Select goods and services by clicking the checkboxes. For more detailed commodity/service
descriptions, expand a commodity class in the search results by clicking the plus sign (+). Click the Selected tab to list your current
selections.

Contract Search =~ NIGP Search Selected

Search for commodities/services containing this keyword: gummed paper® Submit Search

Search for commodities/services with this NIGP Code:

Ever use a wildcard search? Click here for help.

One Product found.

6-454? - PAPER (FOR OFFICE AND PRINT SHOP USE): Gummed Paper (Including Recycled)

I| FPunch-out to SRM | I

8. Clickl_Punch-outto SRM [ Tpic il bring you back to the Shopping Cart in SRM.

Shop in Three Steps: Step 2 Shopping Cart (1 item)

9. Enter Quantity (1), Net Price/Limit ($55.00), Delivery Date (Current Date + 1 week), change
the Account Assignment Type to Cost Center and add your agency “Account Assignment
Number”. ENTER.

Product Ctegory Descrtion Qo Unt | NetPrc /Limt | Curency  Ootin Type Par OrcerType Deery Dete Nt Atachments  Account AssgomentType - Account Assigament Number

Gummed Paper (ncudng Recycled] 1A 58,00 USD 1 oo 0 0 Cost Center v 120N
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Click on the “Details” button found under the “ltems in Shopping Cart” (shown below)

ig Shopping Cart
Detsils@| Add hem || Copy || Paste || Duplicate || Delete

W) Lime Mumber | o Type | Product 1D | Description Product Categaty | Product Categary Description uiantity | Unit | Mot Price / Limit | Cumency | Option Type | Pur | Ouder Type | Delery Date | Notes | Altachs
.1 Material Gummed Paper includng Racycled) 64547 Gummead Paper (Including Recycied) 1EA 55.00 USD 1 100112013 ] ]

10. Complete and verify the Item Data section.

You may need to update the Description Field to reflect what you are purchasing. In this
example, change to Gummed Paper (including Recycled), RED.

Verify the Purchasing Group, Company Code SCO01, Quantity (1), Price Currency (55.00), Price
Unit (1), Tax/Amount (I1 A/P Sales Tax), your agency’s Location/Plant, Storage Location, Goods
Recipient (your name) and Delivery Date.

Shop in 3 steps: Step 2 (Shopping Cart (1 item))
| [or] |

0 Line 1: Funded Program N040421010 does not exist in FM area SC01

o Line 1: Error in account assignment for item 1

» 1 2 3 -
Select Goods/Senvice Shopping Cart (1 item) Complete and Order
ltem Type |Material Order Quantity / Unit: 1|[EA " [ each
Description: * |Gummed Paper (Including Recycled) | Ordered Quantity / Unit: 0.000
Product Category: |64547 Gummed Paper (Including Recycled) Open Quantity / Unit: 1| [EA

Order as Direct Material-

Price / Currency: 557,[]'0'] usp Price Unit | 1\

Organization U
Mot Separately Priced:

Purchasing Group: |Cnmp1m|\er General Office -

Company Code: SC01 | State of South Carolina
Further Properties

Incremental Funding Active:
Goods Recsipt: |
Invoice Receipt:

Supplier Product Number- Goods Recsipt Non-Valuated:

Tax / Amount:

Subcontracting: 11:A/P Sales Tax vi.-ug usD

Service Master Record: Display

Service and Delivery

Incoterm Key/ Location:

Location / Plant: 10088 | State Board for Tech & Comprehensive Ed
Unloading Point:
Storage Location: | 0001 St Bd Tec&Co Ed

Goods Recipient: | 10522 (FRebecca Ferguson

Delivery Priority: |00

Delivery Date: 1[1_1_1714"2—[]_13_[D|

¢ Note: Disregard any funding error messages. They should disappear as the Shopping
Cart is completed.
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ScEIBS

11. Under the Account Assignment 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.

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

|-« Previous |[ Next k] | | Order | | [ Close |[ Save || Cheek ]

(B Line 1: Funded Program U120E4M201 does not exist in FI area SCO1
@ Line 1: Error in account assignment for tem 1

Line 1: You are not allowied to enter a tax jurisdiction code for country US

1 2 £)

Select GoodsiService Shopping Cart (1 item) Complete and Order

Items in Shopping Cart

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

Fiter Se
3| Line Number | tem Type | Product ID | Description Proguct Category | Product Category Description | Quanthy | Unit | Wet Price / Limi | Currency | Option Type | Per | Order Type | Deiivery Date | Notes | Attachments | Account Assignment Tyl

E | Account Assignment Number | tein Status | Su
-1 Material Snow Pows, Motorized 76560 Snow Plows Motorized 1 EA 300.00 USD 1 037242013 0 )

Cost Center No

Total Value | 500.00
Taxamount | 7200
Total Val. (Gross) | §72.00
Details for item 1 Snow Plows, Motorized

temDats /" AccountAssignment | Notes and Attachments. Deiivery Address/Performance Location Sources of Supply / Service Agents

Approval Process Overview Subcontracting

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

Cost Distribution Spit Distribution || Change Al ftems Fiter ~ Setti
Number | Accounting Line Number Percentage | Account Assignment Category Assign Number Account Assignment Description General Ledger Account General Ledger Description Business Area funded Accounting Line
0001 100.00 Cost Center ~ U120E44201 Faifield laint 030010000 OFFICE SUPPLES U120 1

12. Complete the Cost Assignment Section by clicking “Details.” The “Details” button is located
directly below the Account Assignment Tab (highlighted below).

13. Note the Cost Center and G/L are carried over to this screen and the Fund Center and
Commitment Item have populated. Enter your agency’s Fund, Functional Area and use
“Not Relevant” as the Grant.

Details for item 1 Gummed Paper (Including Recycled)

ltem Data Account Assignment " Notes and Attachments Delivery Address/Performance Location Sources of Supply / Senvice Agents Approval Process Qveniew User-Specified Status Subcontracting Ta

You can see who bears the costs and, if necessary, you can distribute the cost to several cost centres
Cost Distribution |Percentage 3 ste ‘ Duplicate ‘ ‘Spln Distribution H Change Al tems

Number Accounting Line Number Percentage Account Assignment Category Assign Number Account Assignment Description General Ledger Account General Ledger Description

0001 100.00 Cost Center N040421010 Facilities Maintenan 5030010000 OFFICE SUPPLIES

Details for Item 0001 : Cost Center

| S (L
Basic Data Percentage _ Fung: 10010000 g
Account Assignment Category: C [tern: 15030010000

Cost Center * 1040421010 Facilities Maintenan Unfunded Accounting Line: [ |
N040421010

(F|OFFICE SUPPLIES

[

Fund Center.
Order

Grant: |NOT RELEVANT )
Functional Area:

Controlling Area: |SCO1

General Ledger Account: |5030010000

= @ (=
=
=
=
S
=
] S & ]

Business Area: |N040

-
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14. Click at top of screen to check for any Account Assignment errors.

15. Complete Notes and Attachments Section. Enter “Please call prior to delivery”in the
“Notes” Section, Category: Vendor Text. NOTE: “Vendor Text” is a note to the vendor that
will print on the Purchase Order.

Note: An attachment may be added in the “Attachments” section.

Shop In 3 staps: Stap 2 (Shopping Cart (1 itam)})

|4 Previous || Next » 1 || | Close || Save || Check

1» 1 2 3 <4
Select Goods/Senice Shopping Cart (1 item]) Complete and Order

Items in Shopping Cart

| Line Mumber | Nem Type | Product I | Description Product Category | Product Category Descriphion Cuanfity | Unit | Net Price / Limit | Curency | Option Type | Per | Order Type | Delvery Dite
=1 Material Gummed Paper {including Reeycled) RED 64547 Gurnened Paper (Including Recychd) 1EA £5.00 USD 1 42013

* Datails for item 1 Gummad Paper (Including Recycled), RED

Hem Data Account Assignment Hotes and Attachments Dofrvery AddsessPodomance Locition Sources ol Supply | Senace Agonls Approval Process Chonars Usir-Spocifind Stalus

i

Cloor

Description
Pleaze call prior 1o delivery

Intemal Hote Empty-

4

Attachments
Add Attachmentll Coit [ &
Category | Description File Name Version Processor Vigible Intemaly only Checked Out | Type

16. Verify the Delivery Address/Performance Location is correct. This information defaults
from your User ID.

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

[4_Previous | 1t »] [ciose || Save | crect | 0.

[58] irse 1: o e ot alerered 1o erer & lax radciion code for country US

* ! L] ! 4
Gewit Goidaiervce Shopging Cart (1 dem) Campiste and Order

m3 in Shopping Cart

sonis | ans vem || Copy | Paste || Dupieste | Deiese Fier £
Line Murbar | BemType | Produet § | Dancriplion Prodoc! Category | Product Categery Descriphion | Ouanily | Und | Ml Price { Limd | Currescy | Opficn Type | Per | Ovder Type | Debowey Date | Noles | Attachmaeds | Accourd Ansigeenact Type | Accound Assigemant Murber | Bam States. | §
.1 Matmeial Soow Pows, Ausliery Larg TRSED Snerw Perars Usherized 1EA 905,00 USD 1 110ty 1 [} Cont Carter !
TowiValue | 90000
Taxamount 7200

Totsival (Groas) | $7200

© Detas for item 1 Smow Plows, Auxilary Lamg

Rem Data Nt Seurces of Supsty | Senvice Agents Cvervmw

1321 | Piease chasge sl S addiens delsis and RESET
e fem 8 10 be deivered i a different address. endber the new address here
Mame [=] Addtonal Hame: | The Siate of South Caroina
PRone Nember [ Exteasion | (803) 3774185

[ EMat [ComalanaLLgscdetony

« NumberExtension: | [
[ Fiear { Room [zt

et/ Heuse Nemper, |J & Cochran Bypass a7 Pogisd Code / Chy: |Z9706-2153 | Chaster
Dielrict Postal Code T PO Dax:
Cowntry: (U5 [(3usa Region |5C ) South Carcing

Exercise 2 Page 7 of 12 Version 1.0



SEEIS

South Carolina Enterprise Information System

SRM 7.2 Shopping Cart Creation

17. Complete “Sources of Supply/Service Agents” Tab. Click the Preferred Supplier
dropdown to select your vendor from the “Search Criteria.”

Shop in 3 steps: Step 2 (Shopping Cart (1 item)})
4 Prvious | Naxt b | [Close || Save || Check | 0.
-+ 1 ? 3 -
Select Goods/Sandco Shopging Cort {1 item) Complate and Ordor
Iems in Shopping Cart
Dotads || Add mam || Copy || Pasts || Duglicate || Detsto |
| Line Number | liom Type | Prodect ID | Descrigtion Product Categery | Product Category Description Quantity = Unit = Met Price / Limit = Currency | Oytion Type  Par | Ovdar Type | Delvery Date | Notes | Atachménts | Accou
Wic Matenal Gummed Prper Inchiging Recycled) 64547 Gummed Pagar (including Recycied) 1EA £5.00 USD 1 1014/2013 g 0 Cost Ct
© ¢ Details for item 1 Gummed Paper (inchuding Recycled)
Iem Data Agcount Assig Motes and Delrry Addiss/Performance Location Sources of Supply | Service Agents | Appial Process Creniew User-Specified Status Subcontracting Ta
Ho suppher has been assigned, select and assign one of the followng sources of supply
Sources of Supply
Assign Supplier || Compare Suppliers
By Suppler Number Supghier Name Contract hem | Contract Rem Description Suppher Product Number et Price Cummency Per | Unit | In Suppbes List Fig
T000A1I249 UNISOURCE o 0o ] EA fos [}
7000113471 QUIKFRINT OF ORANGEEURG 0 0.00 ] EA Yes 1
I Prefuried Suppher (3| Supplier Master Record. Dispha I
Suppher (3] [Assign Supplier |

18. Enter the vendor name in the Name 1/last name field. In this example, enter “MID
CAROLINA*." Uncheck the “Restrict Number of Value List Entries” and click LStart Search |
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19. Highlight the chosen Supplier by clicking on the box to the far left of the supplier. In this
scenario we used Vendor number 7000025857.

All Values: P

ed Vendor fa]

Search Critarda Person

Business Partner

O

Soaech torn 1
Sosech torm 2

Marme 14881 name MO CAROLINA

OB ¢

MName 2First name.
E-Mall Addmss &
Duns: @
Credtor
Logical Systamy ()
Industry sector [a]
Peudco. @ [
Purch. Organization: %
Purch Org. (0; 8] |0 50000001

Courtry Koy

ST DTC T OO DR DD

Ragion: &

Postal Code. &

City, @

Street:

Buslding Code:
Micrs Company @ [n]
Tarm Liskdity: ]

| Restrict Number of Valus List Entries To Ei]

| Stant Search || Resot

Results List: 25 resubts found for Prefered Supplier

BusingssP,. & Mame Mlame 2 Country | Re.. | Pestal .. | City Strewt Buikimg Cod Purch. Qrganization DUNS  Creditor
000003292 MID CARCLINA LANDSCAP. .. us sC w2 COUUMSIA, GLENRIDGE RO SCEIS PURCHASING ORG... TODDO0E29Z |-
00004305 MID CAROLINA INTERNAL ... us S X% CHAPIN COLUMELS AVE STE D SCEIS PURCHASING CRG... 00014305
000015455 MID CARCLINA PEDORTH, ., us S 58 EFFINGHAM LEBANCN ROMD SCEIS PURCHASING ORG, ., TO00015855
MID CARDLINA OFFICE EQ... ug M5 ORANGEBURG EROUGHTON ST SCERS PURCHASING ORG... TO00025857
NOOOCCTOE MID CARDLINA MARINE T us SC Foll] W COLUMELs, SUNSET BLVD ESCEIS PURCHASING ORG. .. TONOOCTOE
Cancel

20. Click .
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Note: The Supplier you have chosen is now listed as your “Preferred Supplier.”

Shop in 2 steps: Step 2 (Shopping Cart (1 item))
3. Provious || Tiemt b | [Close || Save |[ Chock | L7

Line 1: ‘You are not allowed to enter a tax junsdiction code for couniry US

I+ i 2 3 -
Select Goode/Sanics Shapping Cart {1 item) Compléta and Order

%3/ Lme Mumber | e Type | Produet 10 | Duscription Product Category | Product Category Duscription Quantly | Unit | Nel Prce | Limd | Currency | Option Type | Per | Order Type | Delery Date | Notes | Attachments | Accou
ol Matasial Gummed Pager (Including Recycled) 64547 Gummed Paper fincluding Recycled) 1EA 55,00 USD 1 1011472013 ] ] Cost Cs

© Dotalls for ltem 1 Gummed Papar (Inclsding Recycled)

Iem Data Account Assigy Moles and Delvery Leeaticn 5 ol Supply | Service Agents Approval Process Oversew User-Specihied Status Subeontsacting Ta
Mo supplier has been assigned; select and assign ong of the following scurces of supply
Sources of Supply
Msﬁ Suppiar || Compars Suppliers
% Supplier Number Supglier Name Cantract Eom Contract Bom Description Supplier Product Number Hat Price Curmancy Par Unit In Supglier List Prit
TOO0033249 UNISOURCE 0 0w 0 EA Yes L]
TOOO11MTY QUIKFRINT OF ORANGEBURG ] 000 ] EA Yeos []

You may suggest a preberred supplier 1o the puichasing deparment

Emfeﬂ!d &ﬁmr TO0002585T [ WD CAROLINA OFFICE EQUIPMENT INC Suﬁmr Master Rocard  Display '
—— —

Supglier (3] [Assign Supplier |

21. Proceed to the “Approval Process Overview” Tab. Note the “Process Step.” This Shopping
Cart Creator has approval authority under $2500. The example in this scenario is under
$2500, thus is automatically approved.

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

[ Prewous | tiext ] ||| Order ||| [Close ][ Seve | Gieek] 0.

[3 Lane 1. You ane not allowed Lo enter a Lax unsdiction code for country US

I 1 ? 3 -
Select Goods/Serace Shopping Cart (1 em) Complate and Order
oo Item 1 Gummed Paper (In
Iem Duta Account Assignment Notes and Altachments Delrvery AddresaPedormance Location Sources of Supply | Sermce Agerls  Approvel Process Overview | User-Specihed Status Subcontracting

Current Status. Irstial
Current Process Step
Currently Brocessed By
Fellow Up- || Wark Item to Requester 8 Procass End

Hosder | hem

Header Approval Sutus

" Saquence Procass Stap Status.
. o Automatic Appovall| Opan (No Dec
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Click t the top of the screen to verify all information is correct. Once all is “green,” click
on the =21 button also located at the top of the screen. This takes you to “Shop in 3 steps:
Step 3 (Complete and Order) screen.”

22. Name your Shopping Cart.

, . | [Order |
23. Once the Shopping Cart has been named, click the button found at the top of the
screen.

Shop in 3 steps: Step 3 (Complete and Order)
‘ 4 Previous ‘ Next p | | Order | | ‘ Close |‘ Check|

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

» : x e -
Select Goods/Semvice Shopping Cart (1 item) Complete and Order

Name of shopping cart: |Gummed Paper.RED |
Number: 2000615024
Approval Process: Display / Edit Agents
Header Approval Note:

Budget: Display
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You have successfully created a Shopping Cart! Note the Shopping Cart Number at top of
screen.

Shop in 3 steps

Line 1: You are not allowed to enter a tax jurisdic

untry US
Shopping cart "Gummed Paper,RED" with numbd¥ 2000615028 ordered successfully

Items in Shopping Cart

E Line Number | Item Type | Product ID | Description Product Category | Product Category Description
= 1 Material

Quantity = Unit = Net Price / Limit | Currency | Option Type | Per = Order Type = Delivery Date |
Gummed Paper (Including Recycled) 64547

Gummed Paper (Including Recycled) 1EA 56.00 USD 1 1011472013

What do you want to do next?

*ou can now print this shopping cart or continue shopping
Print Preview

Shop Again

Enter Shopping Cart Number:
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