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SRM 7.2 Shopping Cart Creation

SEEIS

South Carclina Enterprise Information System

Exercise 3: Create a Shopping Cart from a Punch Out Catalog

Create a shopping cart from a “Punch Out Catalog” and add an attachment. In this exercise, we

will use Staples as our punch out catalog.

1. Select “Employee Self-Services.”
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3. “Shopin 3 steps: Step 1”

Shop in 3 steps: Step 1 (Select Goods/Service)
=]

2
L]
Shopping Cart (empty)

is

Select Goods/Service

In this step, you can search for goods/services and add them to your shopping cart. In step 2, you can display your shopping cart and check . In step 3, you can order your shopping cart
Browse:

E For SCEIS shopping cart creation, click on the NIGP/Contract Search link or one of the Punch-Out Catalog links to shop

Free Text: If you cannot find it above

0id Shopping Carts and Templates
Internal Goods/Services

Dell Computers F5I
Fastenal Fisher Scientific
WSC Industrisl NIGPiContract Search

Office Max = put Catalog
Spectrum Staples

Troxell

4. Select “Staples” as the punch out catalog. Once in the Staples website, enter “whiteboard
stand” in the search criteria and Search. Choose Staples Item #330018 by checking the box
next to the item, change the quantity to 1 and click . The checkout located at the
top of your screen updates with total cost and number of items in the Staples shopping cart.

Clle Checkout

Customer ID: 1012691ATL

@ Advantage

Shop By Category -

Click To See All Categories

i
[whiteboard stand ] =
View

Ink & Toner Finder

My Orders

My Account -

Order
1 Add to Cart Multiple tems

Quick Order Qty.
Quick Order tem #

Your Shopping Lists
Please select a list

Search Results.

Your Search for "whiteboard stand" returned 1 matches.
All Products Match:

1 tem
§970.82

Home | Customer Service Messages(1)

Checkout

Special Offers

Printable Version g

Category: Sort By ttems Per Page ltems 1to 1 of 1
AT EIT ST ~ Compare Best Match - 15 -
Brand:
* Balt
= = =
W ey Balt iTeach™ Interactive Whiteboard Stand, Silver 597’0_@
ﬁi-_ Frame EAM
On Contract
{ ‘ |
== Customer ftem # 330018 Add to Cart
o Staples tem # 330018
M a0 ki
+Add to List
Check Delivery Date
r s BaltiTeach™ Interactive Whiteboard Stand, Silver $970.82
¥ Frame EAM
On Contract
{ | o [
== Customer ltem # 330018-5000008818 Add to Cart
F o Staples tem# 330018
MFR tem # 27601 +Add fo List
Check Delivery Date
Sort By ltems Per Page ltems 1 to 1 of 1
~ Compare Best Match - 15 -
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5. The next screen is a summary of the material being purchased. Verify “Balt iTeach
Interactive Whiteboard Stand, Silver Frame, Staples #330018.” Also verify the price per

each and item total. Click the m button located at the bottom of the screen.

‘:—"‘! Your Shopping Cart : Review ltem Information

Sort By
Please select -
View all delivery dates
e BaltiTeach™ Interactive Whiteboard Stand, Silver 5970_32
g\m Frame
e EAM
[ On Contract .
Qty. 1
i Customer ftem# 330018 Check Delivery Date
v Staples tem # 330018
MFR tem # 27601
Packing Slip Note:
View all delivery dates
Sort By
Please select -

Order Summary

Subtotal:
Total:

Continue shopping

Item Remove
Total an Item
$970.82 ~
Item Remove
Total an ltem
$970.82
$970.82

Clear cart Update cart Submit
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6. Once submitted, you are at the SRM Shopping Cart screen “Shop in 3 steps: Step 2.”

7. Verify the item, quantity, unit, price from catalog; change the delivery date to today’s date +
one week and add your agency “Account Assignment Number.” The Account Assignment
Category defaults to “Cost Center.”

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

[4 Frevicus | et #] [Gose | Gaye | necx | 0.
" 1 k) 3 -4
Salect GoodwServics Shapging Cart (1 Bem) Compiste and Order
1 i step, you tan dnglsy and check your shopping cart contaiinsg the goedalservices hal yeu have selecind ou can add furthes s b yeur shapping cart i siep | o1 ordes the shopping cart i sirp 3 Hide Guick Helo

tems in Shopping Cart
aad tem | Copy || Paste | Dupleate |[ Deiete

1 Une Nember  Bem Tyse | Product O Descrgton Froduct Category  Product Category Descrgtion ml Ill"“ﬂ‘ Opticn Tyse | Per | Order Type B0
= Watenal {188 Teach wierwits Whassond Stang 61500 OFFICL SUPPLES T TTORS UsD 1 oo

8. Click the “Details” button found under the “Items in Shopping Cart” (show above).

9. On the “Item Data” tab, verify the Purchasing Group, Company Code SCO01, Quantity (1),
Price Currency ($970.82), Price Unit, Tax Amount (I1 A/P Sales Tax), your agency’s
Location/Plant, Storage Location and Delivery Date.

Shop in 3 steps: Step 2 (Shopping Cart (1 item))
|« Previous |[ Next #] | | Order | | [ Close |[ Save || Check

1 2 3

Iy
Select Goods/Service Shopping Cart (1 item) Complete and Order

In this step, you can display and check your shopping cart containing the goods/services that you have selected. You can add further tems to your shopping cart in step 1 or order the shopping cart in step 3.
Details for item 1 Balt iTeach Interactive Whiteboard Stand

I; tem Data I Account Assignment Notes and Attachments Delivery Address/Performance Location Sources of Supply / Service Agents Approval Process Overview Subcontracting
——
Identification Currency, Values and Pricing
ttem Type: |Material Iﬂrder Quﬂnl'ﬁf Unit I 1[|EA each
Description: |Balt iTeach Interactive Whiteboard Stand Ordered Quantity / Unit: 0.000
Product Category: |61500 OFFICE SUPPLES i i L EL
Order as Direct Material: [] Price / Currency: 970.82||USD | Price Unit 1
Organization O
- Mot Separately Priced: [ |
Purchasing Groupll | DOC - Procurement Director -
Incremental Funding Active: [ |
scot State of South Carolina Goods Receipt: []
Further Properties Invoice Receipt [ |
Supplier Product Number: | 330018 Goods Receipt Non-Valuated: [ |

Subcontracting: [ ] I Tax | Amount: IH AJP Sales Tax w | 7767 USD
Service Master Recor isplay

Service and Delivery

Incoterm Key/ Location

Location / Plant; SCDC Food Serv Main Warehouse
Unloading Point:
I Storage Location: J0001 [FFood Srv Main
Goods Recipient: | 20857 Ms. TAMMELA GRAVES

Delivery Priority: |00

oa0zo13 @A

Disregard any funding error messages. They should disappear as the Shopping Cart is
completed.
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10. Click the Account Assignment tab. Complete the Cost Assignment section by clicking
“Details.” The “Details” button is located directly below the Account Assignment tab.

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

4 Prevous | Next b e | | [Cose || Save || Check
I 1 2 3 -
Select Gonda/Servies Shopping Cart {1 isem) Cemplete and e

In this step, you can disglay and check your shopping carl
J] Livt HUmDer | em 1ype | Froouct L) | Lescrpbon

. You can add further s (o your shegping cart in step 1 or order the shopping carl in step 3.
broquct Category | Froduct Labegary Lescnpton | Luantty | Und | NetFNCe s Limt | Usency | Uphon Iype | Mer | Urder Iype | Leiveny Liate | Notes | ARSCRments | ACCOUN ASSKament Iype | Account &g
ool Materal Lak each nteractive Whiteboard Sand 61500 DFFEL SUsmLs 168 L U

1 oarEz0 [} ] Cost Center
: ~ Details for item 1 Balt iTeach Intevactive Whiteboard Stand
bemlais - Account Assignment | Heotes acdd Allachmenls. Debvery Address/Per formance Locaton Sources of Supply / Service Agents L Overvew
fuu can sew who bears the costs and, il necessary, you can distribute the cost lo several cost centres
o8t Distribution | Fercentage D aad Une [ Copy || Frsic || Gupienin | [Geiete | | [ Spi Disirtution ][ ©
Humer Accountng Line Humber Percentage Acceent Assinmest Catagory Assign Number Account ASSRNMEst Describon Gentral Ledgtr ACCIunt Genersi Ledger Descriton
o001 100,00 Cost Cener NI oxmew DFFCE SIPRLLS
Detads for Ilem 0001 : Cost Cener
asic Data Pereentnge: * [100 00 e o
Acenunt Assgnment Categary | L2 Canter ad| Commament Res: [S030010000 CFOFFICE SLES
CostCester:  [HO421010 a Untunded &ccountieg Line: [
Fund Cenier ol
Order 2]
Grank [HOT RELEVANT o
Functisnal Aresr o

Controfing Area | 5001
General Ledper Accouat 5030010000 ]

Buseess Ares. jm}

11. Note the Cost Center and G/L are carried over to the “Details” screen and the Funds Center

and Commitment items have populated. Enter your agency’s Fund, Functional Area and
use “Not Relevant” as the Grant.

12. Click the “Check” button at the top of the screen to check for any Account Assignment
errors.

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

8 Previews || et 1) | Cioae |[ Zave !@ 0.

[ e 2: Wou ae st alowed 1o enter & tax prmdiction code Tor country US

[ Line 1 Yo aem ot e b0 enter  ax pridiction code for cousiry US
" 1 2 3 -
Select GoosuService Shappéng Cart {1 tem) Compiets and Order
il 8165, yOu £an Sasly 80d EheCK your L hat Vou CA% B33 Turther Bet 10 your SNopERg CAt N sleg 1 Of Orde e AMIEENG 4 I alep 3 M4 Qg
 Dietails for item 1 Balt iTesch Interactive Whiteboard Stand
Bemlats  Account Assignment Hotes 4nd ARacheents Devery AddressPeriomance Locston Sources of Supply | Senice Agents o
€80 §ee Who bears the costs and, i necessary, the centres
A Déstribution Percantage = | Uetans |[asd Lne | [ Copy 10 | [Dupcate | [Deiete | | [ Spit Dareution |
Muser ALCoutng Ling Rumber Percentage Account Assigament Calepery Agcsunt Assgs General Lidger Accout Ganeral Lsdpie Descrpton Dusres
o001 00,8 Cost Center PRO4Z1B40 Facites Mantensn 00000 OFFICE SUFFLES Lo
il for Hem 0001 : Cost Conter
e Dats Parcentage: * (10000 Fund. 10010000 {7 GENERAL FUND
R g it Crar h Commitment e | 50350010000 (OFFICE SUPPLES
Cont Contar: = [WHADIZT010 £7] Facites Maezensn Unlunded Acceunting Line
Fund Center- [N040421010 3 cemenaL Fung
Drder o
Grast [NOT RELEVANT o]
Functionsl Arpe: [NGIT_UZ4T 7] H04D Maintenaccs

Controling Area: [5C01

Ganers] Ladger Accoust (5032010000

oo
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13. Complete the Notes and Attachment Section. Enter “Please call prior to Delivery” in the
“Notes Section, Category: Vendor Text".

Details for item 1 Balt iTeach Interactive Whiteboard Stand

ftem Data Account Assig " Notes and | Delivery Address/Performance Location Sources of Supply / Service Agents. Approval Process Overview Related Documents. Subcontracting
w Notes
Clea
Category Description
m_\f&ﬂdm Text Empty-
GG ~Empty-

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 only and will not
show on the Purchase Order.

14. An attachment may be added in the attachments section by clicking “Add Attachment”
located in the “Attachment” section under the “Notes” section.

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

& Previcus || et 8] | [ Oeger Chose |[ Save |[ cnack |

" 1 £ 3 -4

Sekct GoodsSarvice Shoppang Cart [1 ftem] Compiete a0 Oraer

I this i, yOU £An display and check your Shapping £art contnising the goodaiserdees tht you have Seltcted. ¥iew can ndd fUres Bems i0 your skapging cart in siep 1 or seder the shopping eart in step 3

Iterns in Shopping Cart

[ eeats || aca em |[ Copy || Faste || Dupscats || Detese |
By Line Mumser | temType | Product © | Descrpton Presuct Categary | Product Categary Description | Quantey | Unk  Net Price /Lime | Currency  Opties Type | Per | OrserType | Debvery Date  Notes | Amschments | Account Assigament Type | Account &
-1 Material ok {Teach Mieractve Widsboard Stand 61500 OFFCL SUFPLES 168 SR VS0 1 090N [ ] Mutics Myt

Details for item 1 Balt iTeach Interactive Whiteboard $tand

ke Dats Accuunt Assgnment Nutes and Delvery Lucatiun ‘Suurces of Supply / Service Agenls o Crerview

 bistes
Categary Deacritian
Mendor Texs Empty-
niere Hote ~Empiy-
¥ Aftnchmests
2232 atachment [ -

Categary Description Fi: Hame: Wikl Intermily oy Viersion Processar Checked Out Type Size (KB)

[3] Tee tamie dnes not eontan any datn

Note: An attachment can be a multitude of documents, Word, Excel, etc. However,
the system will NOT attach an HTML file. Naming of the attachment cannot be
longer than 30 characters.
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15. A pop up screen will allow you to “Browse” your files for the file you wish to attach.

4 Note: The browser search that pops up will be check marked for the attachment to
be visible internally only. If you would like the vendor to be able to view the
attachment, uncheck the box.

Add Attachment 0 X

Here, you can upload a file and attach it to the selected tem
File: | |[ Browse... |
Description: | |
[Visible Internally only: [v] |

16. Once the file is attached, click “OK.”

17. On the SR AME S cr e oo tab, verify the Ship-to Information is correct.

This information defaults from your User ID.

Shop in 3 steps: Step 2 (Shopping Carl {1 item))
[3_Pravious || et &) | Cose || Save || checs | :

[ Line 1: ou are not alowed fo eaber & tax risdiction code for country US

[ Line 1: Viou are net slowed tn eater & tax jursdiction cose for counsry US.

I+ i 2 L) -
Sslect Gooda/Service Shopping Cart (1 isem) Complete and Order
n s step, you can disglay and check your shopping wou have seleched. You Can add further Rems to your shopping cart in step 1 or onder B shopping car in ales 3 Hisbe Qrich
Items in Shopping Cart
[ Detass || &0a rem I Copy | Paste |[ Dupacate || Deete |
h Line emter | Bem Type | Frodect O Descripton PFrodect Category um:ﬂmmm Guantty Ust NetPrce/Lmt Curency OptonType Per | Order Type OCelvery Date Noles  Allachments Accunt Assgnment Type  Account
=t Haral Ba Teuch mteracts Whtsboaed Stang $1500 OFFCE SUPPLES 1E8 T8z Usp 1 wneee: g § ComCemer ‘
oo
tam Dists. Artzunt Ansignemnt (] 4 | Semrces of Supply | Seevicn Ageris Orvervim
Reset | ey 804 RESET,

1 ihe Bem i 1o b# deivered 15 8 different address, enter the new sddress bare

Name: [SCEE Rose [u] Addtional Name: | The Sate of Sous Caroing
CA0: [SCOC . Facites Management Phone Number | Extensice. | (503 B96-3541
Fiax NumbecExiension: |{303) 2981703 | E-llak [Scoft Sharon@doc state sc us
Buiding Fisor  Rsser: |
Sareet s House Number: |Broad Rver R s Poatsl Code [ Cly: [292104012 | Conmbi
District Postal Code | P.0.Bax I
Country: (U (] USa Regea |SC [7S0uth Caroing
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18. On the .

tab, the supplier will default from the Staples

Punch Out Catalog. Note the Supplier, Location/Plant, Contract Number and Delivery Date
defaulted.

Shop in 3 steps: Slep 2 (Shopping Cart {1 item))
[ Freveus J tvem 1] | = || [cose | saun | chmsa ]

[E Line 1: ‘You are st alewed in ester & tax jurisdictien code for couniry US
[0 e 1: ou are ot alowdd 10 eatar & bax junisdiction code 1or country US

" 7 [7] 3 -
Select GonduTervies Shopping Cart (1 Rem) Campiete nnd Order
I this s4ep, you can dispiay and rapping can ceatning seecte s siep 1 or siep 3 Hidn Guick H
Mems in Shoppeng Cart
[Dvtede [ 40d o [ Gopy Jf P [ Owplcate [ Gointe |
T Lint Nomber | BemType | FroductD | [4scrionon | Product Category | Product Cabegory Deacrption | Quantty | UnE | NetPrice /Limet | Currency | Opioa Type | Per | Order Type | Deivery Date | Motes. aaignmet Type |
Mes Material E1500 184 97082 USD 1 BRI I} 0§ CostCenier NOLOAZI010

mm STAPLES BUSNESS ADVANTAGE

Contruct / bem: [|5000008518720
Devery
Locatien / Piant | SCOC Food Serv lian Wa Suppher Unster Acerd: Dol

Date: JOW1ER012

19. Click the '. “ 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 ( Cart (1 item))

[ Line 1: ou mre nct alowesd o sster & tax junisdichion code o ceuntry 75

B Line 1: Vou are et e b mber o bnm prdiction cocde or courdey US

(nEn H

I

1 (! |

that you hve Selected. 'Vom can &dd furiber Bems 10 your

temDala  Account Assignment | Holes and ARachments

Corrent Status indal
Current Procass Step:
Currenlly Processed By.

Folow Upc [ ] Work Bem o Requéster o2 Process End

>

| BN

Reviewnr|a] far the Document
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20. Click _Check | at the top of the screen to verify all information is correct. Once all is “green,”
click the J[Mext »] | button also located at the top of the screen. This takes you to “Shop in 3
steps: Step 3 (Complete and Order).”

SRM 7.2 Shopping Cart Creation

21. Name your Shopping Cart.

22. Once the Shopping Cart has been named and the Shopping Cart is in “green” status, click
the “Order” button located at the top of the screen.

Mems in Shoppang Can
Py Line Humber | bemType | Prodect O | Description = !
-1 Waterial Bt Teach Interactive Whitsbosd Stand £1500 OFFICE SUPPLES 1EA grose usd

Quantty | Usk  NetPrice/Limk Currency OptonType | Per Order Type Debvery Dale Notes ASschments Account Assgoment Type Account Assgnment N
1 AR L] L] Coat Conter

You have successfully created a Shopping Cart from a Punch Out Catalog!
Note: The Shopping Cart Number created (highlighted).

Enter Shopping Cart Number:

Exercise 3 Page 10 of 10 Version 1.0



