SWES

SRM 7.2 Shopping Cart Creation

Copy an Existing Shopping Cart

(Two Options)

Exercise 4
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Exercise 4: Copy a Shopping Cart - Option 1

Copy a Shopping Cart, Option 1.

1. From “HOME,” click the “Employee Self-Services” folder.

—y ocane Bayer 3

2. “Employee Self-Services” folder is located at the top of the screen with all folders.

SAP4
e
4 Back Forwardb  History Favorites Personalize View Help
Home RFx and Auctions Strategic Purchasing Employee Self-Services ZMM Buyer Goods Receipt (MIGO) Application Monitor Purchasing Replicate Contracts
Overview

' Employee Self-Services = Overview > Shopping Area

= Shop Advanced Search
e D)i"n
SRy Q

= Purchase goods and services from catalogs or templates, or describe your requirement e Scarch for existing shopping carts and other documents
3

© Rhnnninn Carte AMRL |

3. Atthe “Employee Self Services” screen, click “Advanced Search” to the right of “Shop.”
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4. From the Advanced Search screen, use the dropdown to search for a Shopping Cart. Enter
the shopping cart number in the “Number” field and search or choose any of the other
criteria on the page.

*In this example use the “Time Frame” and choose today. Click SEARCH.

Advanced Search

Close

I Search For: | Shopping Cart '| I |Number: I || Search |

Search Criteria for Shopping Cart

Searchin: () System () Archive

Mame of Shopping Cart: I—l ltem Description: —I
I Time Frame: @ I Status: | b
Role: | - Purchaze Order Number:

Including Product Category Hierachy: [| Product Category: | ]|
Show Only Templates: [ | Bought on Behalf. [ ]
Show Only Team Shopping Carts: [_] Include Completed Shopping Carts: [ |

ftem Process Type: | [m]|
Parked: [ |

5. Click on a Shopping Cart number you created today under search results.

Advanced Search
Search For: |Shopping Cart i Number: || Search

Search Criteria for Shopping Cart

Searchin: (®) System () Archive

Name of Shopping Cart:

Time Frame: |Today - Status: | -
Role: | hd Purchase Order Number: |:|
Including Product Category Hierachy: [ Product Category: | |
Show Only Templates: [ Bought on Behalf: [
Show Only Team Shopping Carts: [] Include Completed Shopping Carts: [
ttem Process Type: | [a]
Parked: [
Search Results: 1 Shopping Carts
Number Name of Shopping Cart Created On Status Total
2000437897 LIS53331 09/14/2013 11:53 09/14/2013 11:533:58 Approved 400,000.00
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6. Click the “Copy” button.

&

(ZEa] | (e Fovem ]| [Cone [ afeosn]

Mumnber M000457EGT Mame LESIII 091470131153 Stataw Approved Crested On DS142013 115353 Crested By s LISA CUMALANDER

T — Hradee _—ml

7. Click the “Close” button in “Display Shopping Cart”. Screen defaults back to “Advanced
Search”, click the “close” button here also. The system then defaults back to the “Shop”
screen.

&

() | [Prntprmvem | [ Core Rantnn |

Mumnber M000457EGT Mame LESIII 091470131153 Stataw Approved Crested On DS142013 115353 Crested By s LISA CUMALANDER

8. Click “Shop.”

:;'."7:_ - Search q.
¥ B E M =& © ¥ ¥ @

.'IBMI Rfx pad Ayctons. Strategic Purchasng Empioyee Seil-Servees. ZNNW Gaoss fecet (MIZO) Appicetion Uantse Purchasing Fiepleute Convracty

) Emoeyes sersenees » Ouervew » Snecomg Aren FelSoreen | Oz

Ly

ppty | [Cioar |

View; [Blsndaed Vw] =] | Shop | Daglay Est Dot Crests Confematon Fret Prevew Rafresh Exports V &

3| Shopping Cot Huster | Shopping Cat Nase | Rembusber | Confgurable bom Humber | Bem Hare e CrealedOn | Guaclly | Und | Wel Ve | Comescy | TolalNet Vshss | Curemcy | BemSisbis =
200C4ETEET LESII AAAROII 1SS 1 Clesring ared Grubling Svea Lascasler Ca. Approved  DWIEDO1I 115411 1OEA 40800000 USD £4.05000 USD [
GSETETE Lanzaster Canst Sves 1 Clearg and Grubbing Sves-Lnseaster Co,  Approved  DWIBG013 195735 168 40000000 USD 105000000 USD pPwchasers Visrds
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, . Next b
9. Inthe “Shop in Three Steps: Step 1” screen, click Next i
screen.

located near the top of the

1 2
Select Goods/Service Shopping Cart (empty)

Browse:

0Oid Shopping Carts and Templates

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

Dell Computers F5I
Fastenal Fisher Scientific
WSC Industrial NIGP/Contract Search

Office Max SHI Punch Out Catalog

Spectrum Staples
Troxell
10. This brings you to Step 2 of the Shopping Cart. Click PASTE.
Shop in 3 steps: Step 2 (Shopping Cart {emply))
|8 Previews [ nies &) [ Ciose |[ Save |[ Creck | g
ﬁmq-i;wn.ﬁr-« Smm:m {emoty) Compiete !uno Order Z
Rems in Shopping Cart
il Asd tem Fiter Setings
¥ Line Nunber | Bem Type 10 | Descriphon | Procucd Category | Product Categary Descrygon | Quastty | Usd | Net Prics /Ll | Cutrency | Opton Type | Per | Drder Type | Debvory Dale | Modes | Aflachmests | Actoust Assgement Type | Account Asaignemenl Humber | e Stalus | Suppler
5] T ot dhses st comtain arty diata

Tomivalue | 000 | USO
Tazamount 800 USD
Toul Val (Gross) | 900 | USO

11. The Shopping Cart you copied is how pasted into a new Shopping Cart and defaults all the

information that was in the original Shopping Cart. Examine the different tabs and details to
view the information copied from the original Shopping Cart.

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

|4 Previeus | Nea v ] | [ Cinse || Save |[ Creek |
* o 2 T 4
Seieut GoodsServive Shupping Cart (1 item) Complele and Crder

Hems in Shopping Cart
Detads | fubd bam || Copy || Paste || Dupbcale | Deiete |

| Livw Nusber B Typs | Product D | Dascriplion

Broduct Category | Proguct Categery Dascrigtion | Ouanily | Und | Mel Price /Lisd | Currency | Oplien Type | Bar | Ordes Typa Hutms Fre— ot Type | Aceont |
| .1 Unterial Clearing aed Caubbing Swes-Laacaster Co. 91219 Clenring and Crubbing Services 1Ea 400,000 00 USD 1 1NA20M3 [] [] Cost Center - U120E4NI
© Dealls for Hem 4 Clearing and Grubbing Sves-Lancaster Co.
Eem Data Account AsskInment | Nites and Attachmerts Devary Adaressmeriomance Locaton Gaurces of Supply | 5 e ad Overvew
¥ou can are ars the coats and, if you ean distribate the coat 10 several cost eentres.
Cost Distribution [Perceninge || D || Add Line || Copy || Paste || Duptcate || Detete | | S0t Dastribation || Change A1 eos |
Humber Accountng Line Numbes Fercentage Account Assignment Categery As3ign Number Account Assignment Dessrpten General Ledger Account t3eneral Ledger Descrgbon.
| oot 100.00 Cont Canler Ur20E4M201 Faifiekd Mani §021370000 NOH-CAP CONSTRUCTION
Detaits for em 0001 : Cost Center
Basic Dsta Percentage: * [100.00 Fung: | £4305000 3] AFE-HANYERUSLIC TRAN
Bccount Assignmant Category: || Coat Canine = Commeness Besx [L021370000 I NOR-CAP CONSTRUCTION
Cost Calar. * [U1Z0LAMZ0T [ Fairtieid Waiot Uniscbed Acconining Line
Fund Canler. (V120080201 [T, AFSHWYBRUBLE TRAN
G [=]
Grase: [HOT RELEVANT &}
Funcioned Ares:. U120 8310 [F) U120 Highwmy Maiitmeance

Conbuling Area. [SCO1

Ganmral Ladger Accoust 5271370000

ol

Gusiness Area: (U120
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12. Verify all information and click the Check button. If the Shopping Cart shows no errors, click
the Next button located at the top of the screen.
shuphmm'plfmwhnmﬂ"ﬂﬂ)}

[ Hevmu' et II [ Cioae || Save || crack |

[ Line 1. *¥oma e nol alowed lo eaber & bax jurisdiction code for country US

[ Line 1 e are ot lowed 1o ester & by urssienes sode for ouniry IS

" Ll 2 3’ 4
Sslect Gooda/Service Shopping Cart (1 item) Compieste and Order
Imma in Shopping Cart
Dietain |[ 29 vem |[ Copyr | Puste |[ Dupleste | Deiete |
T LineNumber RemType FroductD | Descrpton Prodect Category  Prodect Cabegory Descrpton Quantty  UnE | NetPrice /Limt | Cormency | Option Type  Per | Order Type | Dedvery Date  Motes Type
=T Msterial Citaring med Geubbing Svea-laecoster Co. 91218 Clearing and Grubbing Services 1EA 400,000.00 USD. 1 1nazors I I Cost Center - UrzEEMI0Y

13. Name the Shopping Cart and click the Order button located at the top of the screen.

Shop in 3 steps: Step 3 (Complete and Order)

| 1 Previous || Mext rl || | Close || Save || Check |

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

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

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

| Name of =hopping cart: |Copy A shopping Cart Option 1 I

Number: 2000427904
Approval Process: Display / Edit Agents
Header Approval Note:

Budget. Display
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14. The new Shopping Cart has been created. Note the Shopping Cart number.

Shop in 3 steps

(BB Line 1 Vou are mot alowes in ater 8 tax prmdicien code for courery US

8 5topong can "Copy & shopping Cart Option 17 with number 2000487504 ordensd successfuly

Mema in Shopping Cart
%1 LneMumter temType FroductD | Descrpton Prodect Category  Procuct Category Description Quarsty  Unt | NetPrice /Limt  Curmency | Option Tyge | Per  Order Type  Deivery Date | fictes  Asachments | Account Assignment Type | Account Assignmes
I peret Ciearing and Grubbing Sves-Lancaster Co, 91219 Ciewring aed Orutibing Services 1 E8 400.000.00 USD ' 1132013 ] & CostCemier

What 8o you want to 0o next?
e et g Shapping CAM oF ZonE BROOND

You have successfully copied a Shopping Cart! Note the Shopping Cart Number at top of
screen.

Enter Shopping Cart Number:
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Exercise 4: Copy a Shopping Cart - Option 2

1. Select “Employee Self Services,” then SHOP.

LADS o
-
I Bark » Hamry Fnvores Perssesize View oo
T 1 T T T
| ! | = [ ! | | |
- e P Lmployee Seif-Services 2N Dayer Goods Recept (MIGD) Apphcation Wontar Purchasng
Shop s | Agunced Starch
WETCTENE wuuds and services frum calaiugs e lemplales, of describe your requi emen] ",,EJ\ Search for exintig shupuing carls and sther dosamets.
Shopping Carts (106)
= Hide Quck Criera Mantenance
Shopping Cant Humber: & fo &
Shopping Cart Hame:
ke Descreton
Timetrame: x
Creatien Dmte: 5]} ) g &
Slatus. »
L= 24
PO Mumbar
Product Categury: [
»>. Shop | C i) 1 Il F Refresn Cxporta

2. From the “Shop in 3 Steps: Step 1,” select Old Shopping Carts and Templates.

shop in 3 steps: Step 1 (Select Goods/Service)
[« rreviw

1] Iz

Select GoodsiService Shopping Cart (ampty)

Browse: 0id Shopping Carts and Templates Dell Computers FSI

};_"; For SCEIS shopping cart creation, click on the NIGP/Contract Search link or one of the Punch-Out Catalog links to shop ERe ms B M

— MSC Industrial MIGPiContract Search
Office Max SHI Punch Out Catalog
Spectrum Staples

Troxel

Free Text: If you cannot find it above
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3. Use the name of the last Shopping Cart you created and search by “Name of Shopping
Cart.”

Note there are various ways to search.

Add items from Old Shopping Carts and Templates

| Mame of Shopping Cart: [Copy & Shopping Cartt |

O
O
|

Mutnber of Shopping Cart

tem Description
Product Category

Include Completed Shopping Carts: [ ] Bought on Behalf:
- | Status:

| Include Product Category Hierarchy:

External Requirement

Search |

4. Highlight the line of the Shopping Cart chosen and click “OK” at the bottom of the screen.

Add temns from Old Shopping Carts and Templates

Mumber of Shopping Cart. | | Mame of Shopping Cart: [Copy & SHopping Cart* |

| | Tmeframe [ ]
| | Include Product Category Hisrarchy: [
n Bought on Behalt: [ |

| | Status: | -

tem Description

Product Category

Include Completed Shopping Carts

External Reguirement

Search Results: 1 Shopping Carts

5y | Mame ¢ Mumber Created on | Description | Quartity | Unit | Met f Total Value | Currency | Status text
Q b Copy & shopping Cart Option 1 20004373904 091402013 0.000 400,000.00  USD Approved
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5. Verify all information has been copied (each tab).

i pewns Y et | orce | oo ove [ eneck | L
[T} [T}

¥
Select GoodwService Shopping Cart (1 item) Compiete and Order

| Itams in Shopping Cart

Azesant Asyigament Category: [CostComee = [saziarosee a

Cot Cantar: = | U120840201 (7] Pt Maint Unfusded Accousting Line- [
UTI0EANI0T 7] s AN

Grant: [WOT RELEVANT [a)

120 E210 al

Controling Ares:
Ganarsl Ladger Accoust | 5021370000 [a]
Business Ares. U120 [u]

6. Once you have verified the information, click the “Check” button. If the Shopping Cart shows
no errors, click the “Next” button located at the top of the screen.

[ Linw 1 ot 't urmcictien odn YU |
-LN‘: rmmmmmml\nmmwcmus_

" ) @ Iy

= =r =T
Select SocduSmrves Shopping Cart (1 item) Compiete and Order

Basic Data Peicactage ™ Fong [MEORO0 [ APS-HWYAPUBLE TRAK
[ConeConer =] Commamestbem [SG21370000  (JMON-CAP CONSTRUCTION
[ T T— L Untended accsuntng Line: ||
Fond Center. (UIT0FAIIT (] APS-HMVYRPUBLIC TRAN

Orser: =]
Grant: [NOT RLLEVANT o

Fusctional Area: [UT20_E210 7] U120 Mighwy Maineaance
Controling Area: [SCO1
= = 1 R
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7. Name the Shopping Cart and click the ORDER button located at the top of the screen.

Shop in 3 steps

[ Loe 1. vou e not aikewed 1o enter @ b radeion code t coustry US

=
I@ Shapping can "Copy 8 Saeppng Cart Dpton 2° with number 2000457906 srened success fuly I

tema in Shopping Cart
¥y UneMumber RemType | Frodect D | Descrpton Proguct Category | Product Category Descrption | Quantey | Uint | Net Price / Limt | Currescy | Dption Type | Par | Order Typa | Detvery Date | Notes | Afinchments | Account Assgement Typo | Account Assg
.t useral Channg and Gritting Svce-Lancaster Co. 1218 Charng #nd Grubbng Services 1EA 409,000.00 USD 1 A0 ] ] Cont Center

WRAT 30 you want 10 00 nektT
w pried i shopping car o cosfrs shopping

You have successfully copied a Shopping Cart! The Shopping Cart Number is located at top of
the screen.

Enter Shopping Cart Number:
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