B pennsylvania

Y DEPARTMENT OF GENERAL SERVICES
—

SRM 7.0
Requisitioning

Course Number:
Rev. September 2016 VOOl



‘W pennsylvania

1Y DEPARTMENT OF GENERAL SERVICES

e

Welcome!



‘W pennsylvania

Wl DEPARTMENT OF GENERAL SERVICES

e

Introductions



! -
& pennsylvania
(L DEPARTMENT OF GENERAL SERVICES

Course Objectives



I pennsylvania
'ﬂﬂ“‘ DEPARTMENT OF GENERAL SERVICES

pr—

Course Objectives

« After successfully completing this course, you will be able to:
— Set User Attributes
— Understand the Team Shopping Cart functionality
— Utilize SRM search functions to shop for items
— Locate and View Statewide Contracts
— Create a Shopping Cart, by one of the following:

 Describe Requirement
« MSCC Catalog
 Punch-Out Catalog

— Make necessary Edits to a Shopping Cart
— Access a Shopping Cart to Delete a line item or the entire Shopping Cart

4 — Check the status of Shopping Carts



— Set User Attributes
— Team Shopping Cart

Locate & View Statewide Contracts
Create a Shopping Cart

Edit a Shopping Cart

Delete a Shopping Cart

Check Shopping Cart Status
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Where do you go to “Set User Attributes?”

SRM

My Settings
Reports

» Select My Settings Display SRM Documents
Requisitioner

Left navigation pane under — Services Peard Requisitioner

Receiver

 Select Change Attributes Purchasing

Workload Redistribution

Buziness Partner

RFx and Auction
 Services

Maintain Users Own Data

Change Aftributes

SRM Help
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Setting User Attributes

* Select the EDIT button

Display Document:

Employee ID 720259 Hame Virgen Colon

w Personal Data
Form of Address: Academic Title:
First Name: |Virgen Last Name: |Colon
Position User Account
Organizational Assignment Department Address Details
Department: | GSPR7140 00157140; GS Strtge Spt Aud Div Building:
Position: | 08530 50274457; Admv Ofr 1 Floor/ Room Number:
Functional Assignment Inhouse Mail:

Department Head Of:
epariment nea Communication Type:

Purchasing Group: |DGS P-Grp 50008932 ; DGS Central Purchase Purchasing Group  prane Number! Extension:

Department Address
Street/ House Number: | 515 North Office B

Fax Number / Extension:

] E-Mail: |MICOLON@PA GOV
Postal Code/ City: | 17125 | |Harrisburg

Country: |US

Adtribute:

 Select the Attributes dropdown




Set User Attributes

Attribute:
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Account assignment category®
Aftachment

Cost Center

Default printer*

Delivery address*® I

Flag: Forward Work tem®
Fund*

Grant

Local Currency™

Plant*

e,

 There are two (2) mandatory
Attributes:

— Delivery Address
— Plant

10
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Set User Attributes: Delivery Address

Aftribute: |Delivery address® |'r| Remove

Standard Deactivate

« Select Delivery Address from the dropdown
« Select the ADD LINE button

The default Delivery Address attribute is set by typing in the assigned delivery address
number.

« Select the STANDARD radio button.
« Select the CHECK button, then the SAVE button at the top of the SRM screen

AftriDute: |De|iveryaddress* '| |Add UHE| Remove | Display Defaul

Standard Deactivate Value Description Value Changeable
; M 175500

Addresses and corresponding numbers are available online at: www.dgs.pa.gov/procurement-resources/ship-to-address.

11
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Set User Attributes: Plant

+  Logical system:

Attribute: |Plant®

PP2 Client SUS
Standard Excluded R3 Backend®

« Select Plant from the dropdown
— A second option will display; from this option select R/3 Backend*

— Upon this selection you will receive options to choose your plant
* Select the appropriate option and select the SAVE button at the top of your SRM

screen
Mlibule. e = | Logicalsysiem. | R Backene® [ Add Line | | 320mie
Slandard Exclaied Changenbic Fant Lesgical aysiem Cempany Code Deacriphion BusincasMarner

] Fd PCICLNTI18 COPA 0G3 Jone

152 PCICLYTI IR COPA D65 Admnestrslion 0440

154 PLICLATITG COPA DG5S Buress 07 Procurenent 01375

150 PCICLNTI T COPa DG5S Property Mansgement 300438

1503 PICLHITIE o (X35 Pubic Works F044

12
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What is Team Shopping Cart?

— The functionality, “Team Shopping Cart,” was added within
SRM 7.0

— Team Shopping Cart, allows the Requisitioner (within an
agency/plant) to establish substitutes, and these substitutes
can process Shopping Carts on the Requisitioner’s behalf

14
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How do you use Team Shopping Cart functionality?

« The Requisitioner must establish substitutes in My Settings —
Change Attributes—>User Account tab

o Steps are provided on the following slides

15
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Where would you go to set-up Team Shopping Cart?

SRM

My Settings
Reportz

Display SEM Documents

Requisitioner

« Select My Settings

Pcard Requisitioner
Left navigation pane under - Services —

Purchasing

Workload Redistribution

 Select Change Attributes

Bu=ziness Partner

RFx and Auction
* Services

Maintain Users Own Data

Change Attributes

SRM Help

16
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eam Shopping Cart Set-up

CHANGE ATTRIBUTES SCREEN

Display Document:
Employee ID 317522 Name Ws. Angela Ezhleman

w Personal Data
Form of Address: |Ms. Academic Title:

First Name: |Angela Last Name: |Eshleman

User Account

jonal Assignment Department Address Details
Department. | GSPR2530 00152530; GS Bus Prcs Cnsitng Div Building:

 Select the User
Account tab unctonaissgmment

Department Head Of:

Inhouse Mail:

Communication Type:
Purchasing Group: | DGS Central 50000080 ; DGS Central Purchasing Group

Department Address
Street! House Number: | 515 Narth Office B

Phone Number/ Extension:

Fax Mumber / Extension:

] E-Mail: |POD0S2292@PA.LCL
Postal Cede/ City: | 17125 | |Harrisburg

Country: |US

Attributes for Position Admv Ofr 2

Attribute: | -

17
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Team Shopping Cart Set-up

Display Document:

 Select the EDIT button to
proceed with the assignment

Employee ID 720859 Name Virgen Colon

w Personal Data

Form of Address: Academic Title:
First Name: |Virgen Last Name: |Colon
Posiion ' User Account :

Standard Settings

Your “Procurement Substitutes” will e e

E-Mail: |micolon@pa.gov

be the individual(s) processing S

Language:

Shopping Carts on your behalf ot Formt: BTy

Decimal Notation: | 1,234 567.89

° Use the SearCh function '[O |Ocate M:dl:rlj::re::nl;tv.:uhstilutes for Team Purchasing S

your “Procurement Subs“tute’s” i t= Start Substitution On End Substitution On
.
Name 2

Persons | Represent As Substitute

Settings

NOTE: Procurement Substitutes can Substitute For Start Substitution On End Substitution On
only be individuals that do not have an ccoeraser oo mone o
Approval Role as this is a role conflict.

18
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Team Shopping Cart Set-up

Search: Name of Substitute

Search Criteria Hide Search Crieria &

(User =] | ele)

|Last name | v| |E5h|ernan | @

|Firstname |v||AngeIa | @
(—

Clear Entries | | Reset to Default |

Results List: 1 results found for Name of Substitute

User First name Last name E-Mail Addresz User group Walid from Valid through

POOOGEZEZ Angela Eshleman AESHLEMAN@PA GOV 15065 0200142003 12/31/9555

 Enter the substitute(s) name in the appropriate fields, or enter the P00 (employee
number) in the User field and select the SEARCH button

» Results will display, select the gray box or the User to transfer the information back to
the “My Procurement Substitutes for Team Purchasing” section

19



Team Shopping Cart Set-up

The employee
number populates
the Name of
Substitute field

20

w Personal Data
Form of Address: |Ms.

First Name: |Angela

Position -~ User Account

Academic Title:

Last Name: |Eshleman

Standard Settings
User ID: | POODGEZ252

E-Mail: |POD0GEZS2@pa.lcl

Date Format. | MM/DDN ™YY
Decimal Notation: | 1 234 567.89

My Procurement Substitutes for Team Purchasin

Add Line || Remowe

F W pennsylvania

i DEPARTMENT OF GENERAL SERVICES

Complete the Start
Substitute On and

End Substitute On

date fields

Substitute For Start Substitution On
|1| The table does not contain any data

End Substitution On

Settings
Name of Substitute Start Substitution On End Substitution On
PO0446880 |
| Represent As Substitute
Settings
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Team Shopping Cart Set-up

Edit Document:

» Select the SAVE button to save the [Ssec]) [Resdony] | [chect]
Updates Employee ID 317822  Name Ms. Angela Eshleman

w Perzonal Data
Form of Address: |Ms. Academic Title:
First Name: |Angela Last Name: |Eshleman

Position llser.ﬁmmnt|

Standard Settings
User ID: | POODEB252

E-Mail: |POODGEZ52@pa.lcl
Time Zone:
Language:
Date Format: |MKM/DODMN Y YY
Decimal Motation: |1 234 587 39

My Procurement Substitutes for Team Purchasing

o |f additional “Procurement Substitutes” e ree |
are required, select the ADD LINE button o Snde | Satoovsttonn | Sotan 8
and repeat the previous steps

Persons | Represent As Substitute

Seftings

Substitute For Start Substitution On End Substitution On
|I| The table does not contain any data

21
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Using Team Shopping Cart Functionality

Within the Shopping Cart, the Team Shopping Cart box must be checked on Step 3 of
the wizard, prior to saving and/or ordering the Shopping Cart (the box will not be
available if Step 1 has not been completed)

Shop in 3 steps: Step 3 (Complete and Order)
text b | | [order] | [ Close |[ Save |[ Check |[ System info || Create Memory Snapshot |

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

In thiz step, you can order your shopping cart, or you can save it and order it at a later date. %ou can add further items to your 4

Name of shopping cart: |DR Test |
Wumber: 10017875
Team Shopping Cart: Make available to my purchazing substitutes

Approval Process: .@'sgla v ! Edit Agents

Mote to Approver

NOTE: Shopping Carts must be in a SAVED status to use the Team Shopping Cart

functionality
22



Accessing Team Shopping Cart: User
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A requisitioner’'s Team
Shopping Cart will not
display in the owner’s
Shopping Cart POWL
until selecting the box for
Show My Team Carts in
the Quick Criteria Search

pennsylvania gy

4 Back Forward» History Favorites Wiew

Employee Self Service

SRM

My Settings

Reports

Display SRM Documents
Requisitioner

Receiver

Purchasing

Workload Redistribution
Business Partner

RFx

- Services

Create Documents

* Create Shopping Cart

¥ Related Links

Auto-PO Suppliers on C...

GRC

SRM = SRM = Reguisitioner

Shopping Carts

Team Carts

| = Hide Quick Criteria Maintenance |

Shopping Cart Number:
Shopping Cart Mame:
ltern Description:
Timeframe:

Creation Date:

Status:

Role:

PO Number:

Product Category:
Logical System (Product):
Show mmy Team Carts:

Smart Number:

el ]
I
I

View: |[Standard View]

ol m
|
| -
1
| ]
'|| Shop | Display Edit Delete

5y | Shopping Cart Number

| | 10018263

Shopping Cart Name
Cart test for Team SC
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Accessing Team Shopping Cart; Substitute

For a substitute to display a Team Shopping Cart, select the Team Shopping
Cart tab in the POWL.

Team Shopping Cart functionality includes “Take Over.”
« Take Over allows a substitute to order a SAVED Cart created by a different user

« To use Take Qver, highlight the cart in the Team Cart POWL, then select the
TAKE OVER button

shopping Carts I Team Carts |I

| » Show Cuick Criteria Maintenance |

View: | [Standard View] _ ~|| Shop Display | 5
Ty | Shopping Cart Number = =hopping Cart Name: rtemhlum Con

10018262 Team SC Test 1

24
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Accessing Team Shopping Cart: Substitute (cont’d)

« Take Over functionality can also be performed by selecting the TAKE OVER
button after opening a cart from Display SRM Documents =»Search All Shopping
Carts =»select the shopping cart number to open and view the details

shopping Cart Monito He
 Saawch for Shapping Cark
Narme of Ssegping Cart | [ Humber ol Shegping Cat [ TIENTT | To
My Settings i !- o 4 i el L
Reports - s Purchasing Crosnizaton _'
Purchesiog Giown. ¥ | 3 B = =
Display SRM Doc t ity o e
izpl uments a 8 r A
it o, 1] i Copmed By |
Reguisitioner Crealesd O | g 5] e =
O I — I
Pcard Requisitioner e ol = PRiTR] S| i
- L g 0 Geuds Reciit. | (s A
Purchasing Defery Dt | T! ok Sy j"u
Receiver AzsignesTo: | | Humher of Fodew-On Document | o
Tivpe ol Foleve-0n Documenl.
Work Redistribution Waimun Humber of Bems et | IIHI
Business Partner m:m
RFx
Semrch Mesul
- Services Netady Tesss | [ressF R T Afls Seng AL Fa e Laiaie Mstsagen  Team Can FRir Satr
N o . Qbect Humbe N ol Shoppng Cail Citaled By Ciesled On Sl Tkl Yol Curieny Nessapes Bessage Counler Teww Cail
Search All Shopping Carts iz
oA LAEN 11 Proiecions § Supples POMENG [ana201e Zaved 493085 USD T
Rem Descrigion Cabegory D Quanidy Un Sates
5 TR T 25000 ViRGaR LED) 511160 100 EA
25
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Accessing Team Shopping Cart: Substitute (cont’d)

 You can now select the TAKE OVER button from within the display shopping cart
details screen

Display Shopping Cart
Print Preview | Close

Number 11381417 Document Hame 4511 Projectors & Supplies Status Saved

w General Data

Buy on Behalf of 720859 Virgen Colon Approval N|

Name of shopping cart: | 4511 Projectors & Supplies
Team Shopping Cart. |v| Make available to my purchasing substitutes
Approval Process. Display / Edit Agents
Document Changes. Display

26
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Team Shopping Cart

 Upon ordering, the Team Shopping Cart will show the initial requisitioner as the
creator, but will follow the workflow for the user who ordered the cart.

— Only the user or substitute that orders the SAVED Cart can access the cart for additions

« While a take-over cart maintains the original requisitioner as the cart creator, the
requisitioner ordering the cart is listed in the Buyer on Behalf of field

Display Shopping Cart

| & Eat| | [Frint Preview | | [ Close || Refresh |[ Copy |

Number 11981417 Document Name 4511 Projectors & Supplies Status Saved Created On 08/02/2016 11:19:27 Created By Virgen Colon

w General Data

Buy on Behalf of: 761737 Tangela Isaac Approval Mote

Name of shopping cart 4511 Projectors & Supplies

Approval Process: Display / Edit Agents
Doc ument Changes: Display

 Once a substitute takes over and orders a cart, the cart will display in the
substitute’s Team Cart POWL

27
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Team Shopping Cart; Additional Information

« On a copied shopping cart, the Team Shopping Cart indicator will only
be available for those carts created AFTER the Team Purchasing
substitute(s) have been set.

« Team Shopping Cart functionality does not apply to Plan Driven
Procurement (PDP) Shopping Carts

« To edit a Shopping Cart, the cart must be in a SAVED status and the
users must be set as a substitute for each other to switch back and
forth between users

e Team Shopping Carts Offer:
— Find and edit/save carts — from the Team Shopping Cart POWL

28
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Team Shopping Cart: Additional Information (cont'd)

 In Display SRM Documents < Search All Shopping Carts, Team
Shopping Carts have an indicator in the far right column

— This functionality is for display purposes only

Search Result
Detais  Delete | Create Folow-On Document  Update Shopping Cart Back-End Data  Update Messages  Team Cart Fitter
Object Number Name of Shopping Cart Created By Created On Status Total Value | Currency Messages Message Counter | Team Cart
} 10018263 Team 5C Test PO0S04742 030312014 Saved 1,000.00 USD 0
U

29
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Department of General Services’ (DGS’)

Statewide Contracts

 Addresses goods and services that are commonly used by most
agencies, or are used by one or more agencies at locations
throughout the Commonwealth

 Provides agencies with a practical and convenient ordering
methodology

 Allows agencies to purchase small quantities at bulk rates

« DGS is responsible for: creating, negotiating, and managing the
contract

 Agencies are required to: order their goods or services directly from
the supplier(s) who holds the contract

31
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Department of General Services’ (DGS))

Statewide Contracts
« Some examples of statewide contracts are:

— UniqueSource Products & Services
— Janitorial Supplies

— Catering Services

— Office Supplies

— Commercial Furniture

— Peripherals & Networking Gear (CDW-G, ePlus, Pomeroy)

32
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Contracts on eMarketPlace

» Open Internet Explorer

* In the Address line, enter the following address: www.emarketplace.state.

BUSINESSE: LOCAL GOVERNMENT & SCHOOLE STATE GOVERN

i
dﬂh pennsylvania ‘

DEPARTMENT OF GENERAL SERVICES”,

1 - 3 3
5 TOMWOLF GOVERNOR | CURT ToPPERISEORRRARY. & . -

BUSINESS LINKS PUBLIC LINKS EMPLOYEE LINKS

Materials & Services Bidding Cpporfunities Commonwealth Telephona Directory Contact Capitod Police



http://www.emarketplace.state.pa.us/
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Contracts on eMarketPlace

The eMarketplace website enables you to search for contracts by
selecting the Search Contracts section as shown below.

Supplier Service Center Bureau of Procurement PA Treasury Contract Site

admin login

Welcome to the official site of the
Pennsylvania eMa

place portal. This is your
one-stop shop for

ing, Awards and other
Contract information. Please explore oursite
and feel free to with your questions
and any suggestions you may have.

Horse and Buggy - Lancaster, Pa

Solicitations Solicitation Search
Tabulations

Contracts
ITQ Upcoming Debarment
ocurements List

Hover over the buttons for details

Important Notice to Su

liers
Click here for Special Notice on Windows 10 Known Compatibility Issues.

pennsylvania Agency
STATEOF INDEPEN DENCE]|

Help

The latest version of Adobe Acrobat Reader is required to view these files.
DGS Bureau of Procurement has upgraded to Microsoft Office 2010. If you have trouble reading our

documents you may need to download the free compatibihity pack offered by Microsoft.
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Contracts on eMarketPlace

* This will open the Search Contracts screen as shown below

PA G Marketplace Supplier Service Center Bureau of Procurement

admin login e-mail

Back View List of Contracts B&W Mode

Search Contracts

Searching for All Items may take a long time.
We recommend narrowing the search.

Search by [All ltems V| Search Displa\.r entries per page.

® open O Archived O Both

Display Results

Howver your mouse over the text to get more details. (Internet Explorer

To view Current and Archived records, select the Both button. onlv
nly)

Export All to Excel

35
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Contracts on eMarketPlace

Select the “Search by” dropdown to determine how you want to search for
a contract. You can search open or archived contracts, or both. You can
also view a list of contracts by selecting the link at the top of the page.

PA G Marketp'ace Supplier Service Center Bureau of Procurement

admin login e-mail

Back View List of Contracts B&W Mode

Search Contracts

Searching for All Items may take a long time. .
We recommend narrowing the search. i
Search by (Allftems | Display entries per page.
Agency
@ cman O Agency AND End Date
Dl | Category _
o view Current and | COMModity Specialist h button. Hover your mouse over the text to get more details. (Internet Explorer
Contract Number Only)
Description
Export Al to Bxg Green Contracts
Keywords
Supplier
Supplier Mumber
Updated Since .

36
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Contracts on eMarketPlace

You may select Supplier from the dropdown to search by supplier. Another field
opens for you to enter search criteria. In the example below, we entered “mckesson”
and selected the SEARCH button. This displays all the contracts related to the
supplier Mckesson.

Pﬁa Harltetplam Supplier Service Canbar

Back View List of Contracts BEW Mode
Search Contracts
Searching for &l ltema may take a long time . . ’
We recommiend narrawing s ssacch, Display Riesulls
Search by Supplsar w | | rckesson
: Saarch ) pisplay |10 | entries per pago

| Export All to Excal

37
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Contracts on eMarketPlace

To view the contract detall, select the Contract Number link. A new
screen will display as shown on the next slide.

PA G Mal‘ketplace Supplier Service Center Bureau of Procurement

admin login e-mail

Back View List of Contracts B&W Mode

Search Contracts

Searching for All Items may take a long time.

recommend narrowing the search. D= playiiResnits

W
We

Search by |Supplier V| mckesson
Search | | Display entries per page.
@ open O Archived O Both

Hover your mouse over the text to get more details. (Internet Explorer
Only)

To view Current and Archived records, select the Both button.

Export All to Excel

184157 - Mckessol 7 a
4400009200 Incontinent Care (0] Contract Heslth & Human By L — " o [Erevl =i S ==ad
— Produds Renewal. Senvices re el |rr=rE=
Minnesota Supply Inc.
f Liz Bellinger All Using 44000093224
Laboratory Supplies E . 184157 - Mckesson
Supplies 12/31/2016 Mo ;
4400009279 o o R Medicsl-Surgical [IETES
4400010245 Medical Supplies m Health & Human e 164157 - Mokesson o [Cheryl Barth-Taylor|All Using 4400009951
———————— and Equipment Services Medical Surgical Agencies
(Cheryl Barth-Taylor|All Using 4400013098
Health & Human
38 44[][][]13[]94’halmaneutinals 1O} e 08/30/2017 [172432 - Mckesson Drug [Yes —
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Contracts on eMarketPlace: Contract Detalls

The Contract Details screen displays. Much of the information is similar to the main
eMarketplace Contracts screen. To view the Overview, select the blue “O” in the View
Overview area. To view the Change Notice, select the green in the View Change
Notice area. To view the Contract, select the orange “C” in the View Contract File area.

Contract Details

Contract #: 4400010245 Parent £: 4400009951
Description: Medical Supplies and Equipment
View Overview:[i] View Contract File: [0
View Change Notice: Reason For Change:
Category: Health & Human Services
Begin Date:

End Date: 06/30/2017
Execution Date:

Contract Amount:

Supplier Name: McKesson Medical Surgical Supplier Number: 164157
Commaodity Specialist: Cheryl Barth-Taylor
Agency: All Using Agencies
Last Updated: 10/03/2016

COSTARS: No MSCC: [] PCard: P-Card Accepted

39 Solicitations: Tabs: N/A Awards:
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Contracts on eMarketPlace: Contract Details (cont'd)

The Contract Details screen also provides additional information such as the Green Seal
of Approval, Recycled Content and other Green Product Logos. The Green products or
services are recognized as having a lesser or reduced effect on human health and the
environment when compared with competing products or services that serve the same

purpose. For additional information, view Part | Chapter 22 Green Procurement within
the Procurement Handbook.

2 Green Seal Of Approval - Recycled Content

40



pennsylvania

DEPARTMENT OF GENERAL SERVICES

Contracts on eMarketPlace: Overview

» To view the Contract Overview, select the blue “O” link

This contract supplies all using agencies with Medical Supplies, Equipment and Mutritional
Supplements.

This is a 5 year contract with no renewals

McKesson Medical Supply is the only supplier for medical supplies and nutritional supplements. All
other suppliers are for medical equipment.

41

Contract Chanie Revision Date:

Contract Title Medical Supplies, Equipment and Mutritional Supplements
Contract Number 4400009951
Solicitation Number 6100022663

Original Validity Period  [7/1/2012 - 6/30/2017

Current Validity End Date
& Renewals R ini

6/30/2017 - No Renewals

Total Number of Contracts |23

Point of Contact Cheryl A Barth-Taylor

Contact Phone Number 717-703-2934

Contact Email Address charthtayl@pa.gov

Pcard Accepted YES O nwe

Contract Type: Material

Contract Description: Catalog/Price List

End User Procedures: End-User Procedures

Recommended EUP:

ITQ Procedures: ITQ Home
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Contracts on eMarketPlace: Change Order
« To view the Change Notice, select the green link

CN Number:
SRM Parent Number: 4400009951
SAP/SRM Contract Number: 4400010246
Change Number: 1
Change Effective Date: 11/29/2012

COMMONWEALTH OF PENNSYLVANIA
DEPARTMENT OF GENERAL SERVICES
HARRISBURG

For: All Using Agencies
Subject: Skil Care Pricelist
Contract Period: Beginning 1/1/2010 and Ending 6/30/2017

Commodity Specialist: Cheryl A. Barth

CHANGE SUMMARY:

The attached pricelist is effective 11/1/2012. Note that prices may be lower than prices onginally posted to contract.

ALL OTHER TERMS AND CONDITIONS OF THIS AGREEMENT NOT CHANGED BY THIS CHANGE NOTICE REMAIN
AS ORIGINALLY WRITTEN.

42
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Contracts on eMarketPlace

* To view the Contract, select the orange “C” link

Contract Details

Contract #:4400010245 Parent #: 4400009951
Description: Medical Supplies and Equipment
View Overview:[i] View Contract File: E
View Change Notice: Reason For Change:

Category: Health & Human Services

Begin Date:
End Date: 06/30/2017
Execution Date:

Contract Amount:

Supplier Name: McKesson Medical Surgical Supplier Number: 164157
Commodity Specialist: Cheryl Barth-Taylor
Agency: &Il Using Agencies
Last Updated: 10/03/2018
COSTARS: No MSCC: [ ] PCard: P-Card Accepted

Solicitations: Tabs: N/A Awards:
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ontracts on eMarketPlace

Copy of Fully Executed Contract

Al sing Agencies of he Commanweait, Famcipaing Folocal
Subcrnsion, Authontes, Frivats Colieges and Uniersiies

Your SAF Vendor Number with wus: 164157

FULLY EXECUTED
Contract Number: 4400010245
Contiact Effective Date 0257012
alid From: 8142012 Too 0302017

Page 1012

Supplier NamelAddress:

MOKESS0ON MEDICAL SURGICAL MINNESOTA
SUPPLY INC

G121 10TH AVE N

GOLDEMN VALLEY  KIN ET-0000 LIS

Supplier Phont Mamber: 3008008111
Supplier Fan Numbar: S00- 7174756
Contract Mame:

Medical Suppliss and Equipment

Eolicitabon Ho 8100023663

Supphen Bud or Proposal o, (1 applicabla) 6500053304

Purchasing Agent
Mara: Barth Charyi
Fhone: 117102404
Fase TIT-TRRE241

Please Deliver To:

Ty Bt il irrmarsd &l
thes time of the Purchass Ordsr
uriesh Spcifed bebow

Payment Terms
HET 30

Issusance Dater DRTR2012

Solcitation Submission Date; 08142012

This contrac! is comprised of.  The abowa rederenced Solicitation, the Supplieds Bid or Proposal, and any documents ablached

to this Contract of mcorposatad by mbarence:

Eem MaterialiBervice Oty uam Price Per Total
Desc Unit
1 Meical Supphes 0.000 oo 1 000
e Tz
PR e WIS dor thes Bne
2 Medical Equipment 0,000 oo 1 ool
3 Mutrbondl Supplements 0000 oo 1 ong

FULLY EXECUTED - REPRINT
Contract Number: 4400010245
Contrict Effective Dale. 00252012
Valid From: 08142012 Toc 06302017

Pape2ofl

Supplier Name:
MCKESSOM MEMNCAL SURGICAL MINNESTTA
ELBRLY INC

Header Tex
This contract (s for the purchase of Medcal Supples, Equipment and Netriioral Suppismens

Suppier conbac] nkmebon

MCEETSON MEDICAL SURTICAL MMNNEESDTA
SUFPLY INC

121 10TH AVEM

GOLDEN VALLEY MK 554270000 13

Comact Ross Brosmnsien
Teephone 8 300002111 Fax # BI-TIT-59TEE
Eval e BriersiEngSRICKESSOM DO

Al conbrad] QuiSSons stk b driied

Cheryl Barth al charthidpa gov
I darther infmaation for s Confract
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Locating Contracts in SRM

* In order to “shop” effectively against a contract, you should

understand the layout and contents of the contract you are ordering
against

» Select Display
SRM Documents

» Select Contract
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Contracts in SRM — Advanced Search

Advanced Search
Search For: |Contract - I Number: | )| Search

Search Criteria: Contract

Searchin: () System () Templates ) Archive () Hierarchies

Contract Type: | v| Mame: |*guard* |
Status: |F‘.e|&as&d v| Time Frame: | v|
Purchasing Organization: |0 50008382 i Purchasing Group: | =]
Supplier: | 7 My Contract: [ |
Product: | 3 ttem Description: | |
Product Category: | | Created By: | |
Valid From: | Fq Valid To: | [
Parked: [ |
tem Process Type: | =]

 Search for the desired Contract using common search criteria such as: Contract
Number, Contract Name, Status and Purchasing Organization. Select the SEARCH
Button.
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Contracts In SRM — Search Results

Search Criteria: Contract

Search in: (=) System () Templates () Archive () Higrarchies

Caontract Type: | v| Name: |*guard* |
Status: |Released -] Time Frame: I:l
Purchasing Crganization: |0 50008882 | Purchasing Group: | |
Supplier: | [l My Contract: [ ]
Product: | 7 ttem Description: | |
Product Category: | 3| Created By: | ]
Valid From: | iq Valid To: | g
Parked: [ |
tem Process Type: | |
Search Results: 25 Contracts
Number MName Purchasing Organization Valid From | Walid To Supplier Status -
Un-Armed & Armed Security Guards = COPA Purchasing Crganization  10001/2012  07/31/2017  AM-GARD INC Released
4400010424 Un-Armed & Armed Security Guards = COPA Purchasing Organization | 10/01/2012 | 07312017 MARLOWE E FREEMAN SR Released
4400010378 Un-Armed & Armed Security Guards = COPA Purchasing Organization | 091182012 07312017 | SECURMY GUARD INC Released

4400010375 Un-Armed & Armed Security Guards = COPA Purchasing Organization | 09182012 07312017 | GMTINGS PROTECTWE SECURMY | Relsased
4400010388  Un-Armed & Armed Security Guards = COPA Purchasing Organization = 0911/2012 | 07312017 | Prestige Security Specialists Inc Released
4400010385  Un-Armed & Armed Security Guards = COPA Purchasing Organization = 0911/2012 | 07/312017 | Colenial Security Service Released
4400010384  Un-Armed & Armed Security Guards = COPA Purchasing Organization | 0911/2012 07312017 | CAULEY DETECTNWE AGENCY INC | Released
4400010381 | Un-Armed & Armed Security Guards | COPA Purchasing Organization = 09M0/2012  07/31/2017  GRAHAM & GRAHAM SECURIMY & Released
4400010380  Un-Armed & Armed Security Guards | COPA Purchasing Organization | 08M0/2012 07/31/2017 POND SECURMY SERWVICE LLC Released
4400010359  Un-Armed & Armed Security Guards = COPA Purchasing Organization | 09M10/2012 | 07/31/2017 | SECURMY GUARDS INC Released |[=

 Display the document from the Search Result
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Contracts in SRM - Display Contract (Overview)

Display SW Regudar ﬂmlnu-l 4400010725

T | [ Ean || Copy || Ctoct || Benew | Prnt Frevew || ieied Lo« "+ 1|
Conlrec] Mursiery 4400010725 Senart Humbor Us-Aimed § Afed Secuty Cuess Comtract Type S ieguile Cinbiecs Stafwn Mrieased Suppler |1 1AM SR I Conirms] el SR AT e
‘Overview | mesder Berma Hotes and Asnchmeris Cosdtioas Apprryal Tracking

Fitar Gettega
s | Uni | Terges Vsl | Prics | Sumescy | Toisl Vise | Price Pec | Price Und | Safecsnce Ben Humbes Darbotina | Biock Locel Ssucing
128000000 300 USD L L]
1260000000 300 USD L}

 The Overview tab displays showing the contract validity period and line item overview
which will contain the Product Category, Unit (of Measure), and price (if available)
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Contracts in SRM —Contract Header

Ovarema Hemder  terw Pt ] AEAC T ot

hhmmwwmm

- R -
Ilmntfication Caifency, Vikies and Bricing
e B & Aeved Be Currensy ~ [USD
S umbe a5 ey Exchange Race Da i
............... -] et U =]
Cantract Fias RegularConbed | s lsmaie ealue
el Ll 1)
Bisaca Coda
Sa red Deffwery
mmmmmm o Uit Choandaiosry Tolraccs [T
Burchaiing Craaatzaten. * | (OPA Purchaary (Hganiaien
P o ® VHLTSIDISBOPNET | Shpwlsmbers 0 SONUS and Stmiistks
] 1131
Crested By POOSCAEES
weovl Status. [Home
Dates
1001 5
Carract Hiers:
------------- MaA Bian rrow & Covnlis
o Parvnr E
Zemni
rcien chsde vt Harre o o Hurmiset
Vimsdar Lo ARGREDNS 00 | AnyTES00
Braprbie fop 4 ke
+ Purch, Oy Auth For Bsans MY a
Bureh Org Auth For Bamais AT
Bureh O Auth For Ratiaia ok LhRPOrg
Bureh. g Auts Fer Pabiais W 00 IewEOn
Bureh O Auth For Raliaia WD

» Select the Header tab, Basic sub-tab to find the Partner information

— The Partner section shows the following: Vendor information, the DGS
Commodity Specialist responsible for the contract, and which Purchasing
Organizations are permitted to issue POs against the Contract
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Contracts in SRM — Contract Notes and Attachments

Overview [ Header | fems Notes and Attachments " Conditions ©  Approval | Tracking
W Notes E‘
Clear Fitter Settings
Aszigned To Category Text Preview
Document Header Header Text The Department of General Services is issuing this contr...
¥ Attachments [~
t || Edit Description Ersioning Delete Fiter Settings
Assigned To Category Description File Hame ersion Processor | Visible Internally onhy Checked Out Type | Size (KB) | Changed by Changed on ||=*~
Document Header Standard Attachment Act 235 Armed Guards.docx 1 O O docx | 4 DOUNCAN 0aM4/2012
Document Header Standard Attachment Price Listxls. Price List xls. 1 O O xlz 26 DOUNCAN 08M4/2012
Document Header Standard Attachment Geographic Coverage.xls Geographic Coverage. xls 1 O O = 3 PO0658566 1112612012
Document Header Standard Attachment CRP Clearance.pdf CRP Clearance. pdf i O O pdf 39 PO0G58566 11/26/2012
Document Header Standard Attachment Neqg CRP.doc Neg CRP.doc 1 O O doc 73 PO0E58566 11/28/2012 -

» Select the Notes and Attachments tab to view text and attachments
— The Notes area contains all relevant information in the text fields

— Additional information may be contained in the Attachments
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Where do we go to Create a Shopping Cart?

SRM

My Settings
Reports

. SeleCt ReqUiSItioner Display SRM Documents
Requisitioner

Left navigation pane under — Services Peard Requisitioner

Receiver

 Select Create Shopping Cart Purchasing

Workload Redistribution

Business Partner

RFx and Auction

- Services

Create Documents

* Create Shopping Cart

¥ Related Links

Auto-PO Suppliers on C...

52



pennsylvania

|
B
I;"a"l DEPARTMENT OF GENERAL SERVICES

Ways of Selecting Products in SRM Shopping Carts

In SRM, you can select products to requisition two ways:

 (Catalogs
— Punch-out sites (supplier sites)
— Warehouse (items available from agency warehouses)

— Material/Service Contract Catalog (items from DGS statewide contracts which
have been loaded into the catalog)

— Internal Goods/Services (items with Product Numbers from DGS statewide
contracts)

 Free Text “Describe Requirement”

— Used when an item cannot be found in a catalog
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Shopping Cart Wizard: Shop in 3 Steps

Shop in 3 steps: Step 1 (Select Goods/Service)
{ Previous | Order |

The Shopping Cart Wizard
IS a 3 Step process that
assists you in the creation

of Shopping Carts — 1 1 -
Select Goods/Service
» Browse various Supplier Find: |
Punch-out Catalogs or
Agency or DGS
Warehouse Browse: 0ld Shopping Carts and Templates | \WEBSITE - VIEW ONLY COPA INTERNAL ECATALOG DGS - 1500
e Use MSCC to access Internal Goods/Services MaterialService Contract Catalog(MSCC) PA Compute Services - Unisys

items from DG S C ontracts Peripherals & Networking Gear - COW-G Peripherals & Networking Gear - POMERDY
Peripherals & Networking Gear - ePlus  UnigueSource Products & Services

» Use Free Text (Describe VR LAB SUPPLES
Requirement) if the item is
not available in the catalog

el Free Text: Describe what you need If you cannot find it above
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Selection Process: Step 1 (Select Goods/Service)

* Select a Catalog or
Free Text to start
the order process

* In this example,
we are selecting
‘Free Text.”

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

(4 Previous || Next b | | Order | | [ Close |
gEmm—
I» 1 =
Select Goods/Service
Find: |
Browse: 0id Shopping Carts and Templates CI WEBSITE - VIEW QNLY COPA INTERMAL ECATALOG DGS - 1500
Internal Goods/Services Material'Service Contract Catalog{MSCC) PA Compute Services — Unisys

Peripherals & Networking Gear - COW-G Peripherale & Networking Gear - POMEROY
Peripherals & Metworking Gear - ePlus  UniqueSource Products & Services

55

— VR LAB SUPPLIES

Free Text: Describe what vou need If you cannot find it above
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« When the input screen displays, fill in the
required Description field

 Also complete the Internal Note field
(typically this field contains the justification)

De=scribe Requirement M '
F Y
Fraduct Type: |I‘u13teria| '|

Description: * |I‘u13nageria| Chair |
Internal Mote: | Justification: Chairis needed to replace warn &
broken chair.

Froduct Categony: |7S121603 (| il
Quantity / Unit: | 1.000]| | ]l
1 Price / Currency: | o.00| [uso ]
Delivery Date: [D2242014 ]
-
1 3

F W pennsylvania
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Enter the applicable
Product Category
number if it is known, or
select the match code to
perform a search




Product Category Search

57

Flat List -

Display As:

Mote: Placeholder search with * is possible. Search ignores upperflomercase spelling.

e

Logical System: | | I
[ Restrict Mumber of Walue List Entries I
..
ttern Detail 0 Unsaved data will be lost
Description Categany |0 Logical System =
WET CLIN FURNITURE g2121700 FCACLHT110
AUTOPSY FURHITURE A2261700 PCACLHTA10
FURHITURE FOLISHAAK, | 47131806 FCACLHTA10
FURMITURE CLEAMERS 47421830 PCACLHTA10
RESTAURANT FURNITURE = 48102000 FCACLHT110
CAMPING FURNITURE 4812 1600 PCACLHT10
FURMITURE & FURNISHI 56000000 PCACLHTA10 -
FURMHITURE SE101500 FCACLHT110 k
FURMITURE SET 56101532 PCACLHTA10
auUTDOOR FURMITURE 56101600 PCACLHTA10
QOFFICE FURNITURE 56101700 PCACLHTA10
MOCULAR FURNITURE CO - S6101711 FCACLHT110
GEMERAL FURNITURE PA | S6101200 PCACLNTA10
FURMITURE TOPSAVORK 56101901 PCACLHTA10
FURMITURE MOWVING 5 SE101902 FCACLHT110 -
—

pennsylvania

DEPARTMENT OF GENERAL SERVICES

Make an entry in the Description field ‘

Select the START SEARCH button

When the search results display,
select the gray box to highlight the row
of the desired item

Select the OK button
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Free Text: Describe Requirement

P = £  The Product Category field is

Product Type: |Material [=| pop[_”ated

* Description: |Managerial Chair | o )

Internal Mote: iusiiﬁcal:tan;:; Chair is needed to replace worn & ° Complete the rema|n|ng f|e|ds

Product Category: |56101500 |7 FuRNTURE - Quantlty .

Quantity / Unit: | 5] [ea =l — Unit of Measure (see next slide
Net Price / Currency: | z950/[UsD [P for further information on

Delivery Date: [ca] searching for the UOM)

— Price
Cancel .
[ — Delivery Date

e Select the OK button
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Unit of Measure Search

» Selecting the match code next to the Unit of Measure field on the previous slide, will
open up search criteria to locate your unit of measure as shown below

 Enter the unit of measure within the Unit text field with an * before and after

o Select the SEARCH button

» Select the gray box or the result itself and it will transfer back to the UOM field

Search: Unit of Meazurement El m

Search Criteria

Perzonal Value List  Hide Search Criteria d-?t-"‘ @

| Commercial || |is (=] | (&=
|UI'Ii'ttE.‘It !v!lm |"|!t&ﬂl3|'|* I@@

Maximum Mumber of Results:

| Clear Entries | | Reset to Default |

Results List: 1 results found for Unit of Measurement

Commercial = Unit text
EA Each
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| Displayed is a view of the SRM Shopping Cart in document landscape

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

 Funs e e or st ot s  Select the DETAILS button or the Line ltem Number to :
view the details of the line item

o Line 1: Error in account assignment for item 1

o Line 1: Enter a value in the mandatory field Co

» 1

Select Goods/Sel Complete and Order

Add teg Copy || Paste |[ Duplicate || Delete | Filter Settings

ltem Type Product ID | Description Product Category | Product Category Description | Quantity | Unit | Net Price / Limit | Currency | Option Type | Per | Order Type | Delivery Date | Notes | Attachments | ftem Status | Supplier
= 1 Material IManagerial Chair 56101500 FURNITURE 5.000 EA 269.50 USD 1 122013 1 o Hone
- Undefined ttem Type &0121800 FAMILY LAW SVCS 1.000 0.00|/UsD 1 12032013 o o
- Undefined tem Type &0121800 FAMILY LAW SVCS 1.000 0.00/UsD 1 12032013 o o
= Undefined ltem Type 80121800 FAMILY LAW SVCS 1.000 0.00 USD 1 121032013 o o
= Undefined ltem Type 80121800 FAMILY LAW SVCS 1.000 0.00 USD 1 121032013 o o
= Undefined ltem Type 80121800 FAMILY LAW SVCS 1.000 0.00 USD 1 121032013 o o
" Undefined ttem Type 80121800 FAMILY LAW SVCS 1.000 0.00|UsSD 1 12032013 o o
" Undefined ttem Type 20121800 FAMILY LAW SVCS 1.000 0.00|USD 1 12032013 o o
" Undefined ttem Type 20121800 FAMILY LAW SVCS 1.000 0.00|USD 1 12032013 o o
" Undefined ttem Type 20121800 FAMILY LAW SVCS 1.000 0.00|USD 1 12032013 o o

Total Value 1,347.50 usp
Tax amount 0.00 usp
Total Val. (Gross) 1,347.50 uso
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| Displayed is a view of the SRM Shopping Cart in document landscape

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

o Fund must be entered for non-asset account assignment categories

e Select the DETAILS button or the Line Iltem Numberto |~
view the detalls of the line item .

o Line 1: No GiL account was entered; enter a G/L account
0 Line 1: Error in account assignment for item 1

o Line 1: Enter a value in the mandatory field Cost Centerin a nt azsignment

1 3 -
Select Goods/Service Complete and Order
Iltems in 5l
Details v |[ Paste |[ Duplicate || Delete | Fiter Settings
Iy | Line Numb; em Type Product ID | Description Product Category | Product Category Description | Quantity | Unit | Met Price / Limit | Currency | Option Type | Per | Order Type | Delivery Date | Notes | Attachments | tem Status | Supplier
= 1 Material Managerial Chair 56101500 FURNITURE 5.000 EA 269.50 USD 1 12119/2013 1 o None
" Undefined tem Type 80121800 FAMILY LAW SWCS 1.000 0.00 USD 1 12/03/2013 ] o
" Undefined tem Type 80121800 FAMILY LAW SWCS 1.000 0.00 USD 1 121032013 ] o
" Undefined tem Type 80121800 FAMILY LAW SWCS 1.000 0.00 USD 1 12/03/2013 ] o
" Undefined tem Type 80121800 FAMILY LAW SWCS 1.000 0.00 USD 1 121032013 ] o
" Undefined tem Type 80121800 FAMILY LAW SWCS 1.000 0.00 USD 1 121032013 ] o
" Undefined ttem Type 80121800 FAMILY LAW SWCS 1.000 0.00 USD 1 121032013 ] o
" Undefined tem Type 80121800 FAMILY LAW SWCS 1.000 0.00/ UsSD 1 1200372013 o o
" Undefined tem Type 80121800 FAMILY LAW SWCS 1.000 0.00/ UsSD 1 1200372013 o o
" Undefined tem Type 80121800 FAMILY LAW SWCS 1.000 0.00/ UsSD 1 1200372013 o o

Total Value 1,347.50 uso
Tax amount 0.00 uso
Total Val. (Gross) 1,347.50 uso
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 Line item detalil is in a tabular format just below the Item Overview

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

[ Preveus | e »] [Cone [ 5ave [ Conet | ["H
TS 1 | 3 -
Selacd GooduService Ehopping Cart (1 ibem) Complete and Order
Eema in Shopging Cart -
| &5 tem Capy || Paste | Dupscats | Deiets | il eliega
Ty et humber | Bem Type Froducl D | Deserplon Product Cabegery | iraduct Catepory Desengtion | Closnlty  Und | Hetimce /Lt | Cureszy  Opfen Type | e Ondef Type  DelveryDwle | Motes  ANachmenls Bemahus | Sutpler
i | Waterial Banaseal Coar 56101500 FURNMEAE 008 EA 265 50 450 1 12192813 ! g Bpne
Undefinesd bam Type BO121800 FAMLY LAW S¥CS Mg GoDiusD 1 1283203 '
Toas Value | 134750 | USD
Tax amouni o LT

Total Wal [LGross) 1247 20 s

| Menbats Arsourd Aaagnmest Heten and Aflachmenta Pesburry Addicas Eerces of Sueply Approval Proceas Mveromw !
Hennfiearan Currency, Values and Pricing
ke Type Malenal Coder Qugsbby [ Unk B0 | IES (7| Egoh
Prodect a Circharedd Qusslily [lini 3.008
Descrpfies * | Mansperial Char Gt Quasntiy [ Unk: 00 LA
Product Categary.. (36101500 (7] PURITURE Prige | Currpazy b LD U i
Dirganieamesn Sarvice and Defvedy
Perceasing Groops | DOE Central Purchase Purchasing Graup - | Ehow lpmsary Locstion | Pt [351378 L] T —
Cospany Code |COPA [ COMMOMNEALTH OF P& Saigannt bkl ]
Tarthar Froperties deods Recpant. | FOIsEE [J Cynitim Assdaraan

& Produtl Nombe :
L= 2 it f Bdvmy Dals T F] ?.

Precésd Wang P-CARDT
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ltem Data

» The Item Data contains the basic information required on an order such as the
Description, Product Category, Order Quantity, Unit (of measure), Price, Plant,
Storage Location, Delivery Date, and P-Card information.

Details for item 1 Managerial Chair

Item Data Account Assignment Notez and Attachments Delivery Address Sources of Supphy Approval Process Overview
Identification Currency, Values and Pricing
ftem Type: |Material Order Quantity / Unit: | 5000/ [EA (7] Each
Product ID: | 7 Ordered Quantity / Unit: 0.000
Description: = |Managerial Chair | Open Quantity / Unit: 5.000] |EA
Product Category: |56101500 (7] FURNITURE Price / Currency: | 269.50|[USD (| Price Unit
Organization Service and Delivery
Purchasing Group: |DGS Central Purchase Purchasing Group "| Show KMembers Location / Plant: [301375 DGS Bureau of Procurement
Company Code: COMMONWEALTH OF PA Storage Location: | al
FIREE I P iies Goods Recipient: |TIJ 3389 |C',rnthia Anderson

Supplier Product Number: | |

Delivery Date: [12/19/2013

Proceed Using P-CARD?: ]

 Populate open fields as applicable
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Account Assignment

 Select the Account Assignment tab to enter the cost
assignment which typically includes the fund and
general ledger

Details for item 1 Test

ltem Data I Account Assignment MNotes and Attachments Delivery Address Sources of Supply Approval Process O3
You can see who bears the costs and. if necessary, you can distribute the cost to several cost centres ° The accou nt
Icm‘ Distribution ] | Details | Add Line || Copy | Paste | Duplicate || Delete | | Split Distribution | Change All ltems .
sy b
Number Accounting Line NumD, ™= e rcagigne — Account Assignment Category Assign Number Account Assignment Dg aSSIg n ment Can e
001 S 100.00 Cost &

enfET™ g -— .
Details for Item 0001 : Cost Center \\ = - _— — Spllt by Percenta‘gel
Basic Data \\\ Fund: | 1007400700 =l B Quan“ty, OI’ Value

* Percentage: |100.00 | S

~ Budget Period:
Account Assignment Category: |Cost Center [+] \\ _
~ Commitment ltem- | =] o
* Cost Center: |15W140000 || \F --------------- - = AC“On buttons a”OW
Fund Center. | =) :Cﬂst Distribution E*"&rn:&ntage |v: t dd |
und Center:
I Number | Acc Percentage : yOU Oa a |ne,
By Quantity H
S— B I copy, paste, duplicate,
________________ I
Controlling Area: and delete
General Ledger Account: 6362130 |
Business Area | (=]
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Notes and Attachments

Details for itern 1 Managerial Chair [x]
tem Data Account Assignmen Notes and Attachments | Delivery Address Sources of Supply Approval Process Overview

w lotes |j
Filter Settings

Catego Description
| Vendor Text High-back managerial chairspneumatic adjustable height...

Internal Note Justification: Needed to replace worn chairs that pose ...

w Attachments E‘
Edit ﬁ:".:._:" = . === | . | Fitter Settings
lc_;ltiiir:;bledues = scn::::ny — File Name Version Processor Visible Internally onty Checked Qut Type Size (KB} Changed by Changed on
\4 » Select the Vendor Text link to add a note to be viewed
i Change Vendor Text 0 ' i by the Suppller
{7 i s i — Type or paste the text into the box and select the OK button
: el ' .
i SEDORED e ' e Select the Internal Note to add a Justification or
i i information you want to remain internal to COPA
I 1
N Jooca) | employees
* If needed, use the CLEAR button to remove an existing
65 note
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Notes and Attachments

Details for item 1 Managerial Chair [x]
ltem Diata Account Assignment Notes and Attachments Delivery Address Sources of Supply Approval Process Overview
* Notes li‘
Filter Settings
Category Description
Vendor Text High-back managerial chairspneumatic adjustable height...
Internal Note Justification: Needed to replace worn chairs that pose ...
¥ Aftachments =]
Ersioning Delete Fiter Settings
File Name Version Processor Vigible Internalty onlhy Checked Out Type Size (KB) Changed by Changed on

l B S S eSS
[} Add Attachment i

Here, yau can upload a file and attach it to the selected tem
File: |H:1Sales guote for Chair P4| Browse... |

e Select the ADD ATTACHMENT button to
browse for a document

Description: | |

“isible Internally only:

— Attach the document by selecting the
OK button
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Notes and Attachments

%]

Details for item 1 Managerial Chair

ltem Data Account Assignment Notes and Attachments Delivery Address Sources of Supply Approval Process Overview
w Motes li‘
Filter Settings
Category Description
Vendor Text High-k-ack managerial chairspneumatic adjustable height...

Internal Note Justification: Needed to replace worn chairs that pose ...

]

w Attachments
Add Attachment | Edit Description Fiter Settings
Category Llescription File Name Wersion Processor Visible Internally only Checked Out Type Size (KB} Changed by Changed on
Standard Attachment Sales quote for Chair PO.docx 1 n docx 33 PO0445880 12/03/2013

 [fapplicable, use the EDIT DESCRIPTION or DELETE buttons

* Do not use the VERSIONING button as we are not utilizing this
functionality

— If edits to an attachment are required, delete the current version
and replace it with the revised version
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Review the Delivery Address, and if applicable, the
delivery address can be changed by selecting the
match code in the Name field and searching for a
different address using various criteria.

Details for item 1 Managerial Chair [x]
ltem Data Accoun t Assignment Notes and Attachments Delivery Address Sources of Supply Approval Process Overview

If the item is to be delivered to a different address, enter the new address here

Name: [EXEC BRANCH T
c/0: [BOPFOR PL

Fax Number/Extension: |717-783-6241
Building:
Street / House Number: | Forum Place 555 Walnut Street - 6th
District:
Country: us Usa

Additional Name: | Executive Branch
Phone Number / Extension: |717-787-4719
E-Mail:
Floor / Room:
Postal Code / City: | 17101 Harrisburg
Postal Code / P.O Box:
Region: |PA Pennsylvania
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Source of Supply

» The Sources of Supply refers to the supplier who has been identified to provide
the material or service. Available sources of supply are generated based on the
Shopping Cart line item’s Product Category. In the example below we purchased
furniture (56101500).

Detaits foritem 1 Manaperial Seating

IemData | Accourt Assignnest lites and Aachments Debuery Address Aporoval Process Dverdew

Mo zupplier has been azsigred; select and aszign ooe of the folowing sources of supply

Sourcea of Supply
Assion Suppler  Compars Supplers Filer
. SepplerMumber  SupplerName  Contract Eem  Condract Bem Descriphien Suppler Product Nember ~ MetPrice  Cumeacy Per Ui inSupplerls!  PrioriyRank  PrioviyDescripfon ferinlage
100345 DCIRC amonrse 1 Leatng BE5.05 Ll=1] 1 EA Mo [ Mo
100245 DCIRC s 2 Tabes ik uso 1 A Mo [ 1]
104245 DCINC 4000088 3| Library, Classroom, Mesic  Dormalory B85 LD i EA Mo 0 0
104245 DCINC 44000038 4 | Free Siading Office B85 LD i EA Mo 0 No
104245 DCINC 4000088 5 Heakhcare Fumiure B85 LD i EA Mo 0 0 v
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Source of Supply

i
SRR Ao Oy » Select the Filter option to
«) narrow your search options
SNpoher Product haToer NeEPrice Curency Per Unl  n Sopplerlmd Pricriy Rank  Prorty Descrighen rieriniage =~

» Select the column you want to filter by, e.g. the Contract column.

slier Name: Contract

M Sortin Ascending Order

Sort in Descending Order | |

: « Select (User-Defined Filter...)

(Al
(User-Defined Fiter...)

70



|
&

N pennsylvania

DEPARTMENT OF GENERAL SERVICES

Source of Supply

i
SRR Ao Oy » Select the Filter option to
«) narrow your search options
SNpoher Product haToer NeEPrice Curency Per Unl  n Sopplerlmd Pricriy Rank  Prorty Descrighen rieriniage =~

T  Left click on the column you want to filter
M Sortin Ascending Order by, eg the COﬂtl'aCt CO|Umn
N Sortn Descendng Order « Select (User-Defined Filter...)

N
(Al

(User-Defined Fiter...)
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Source of Supply

~ Enter your criteria in the space provided
Use * to Represent Character Strings (eg the contract number)
Filter By / » Select the FILTER button
Contract; 4400008337 |
Fiter || Cancel |

» Results for the searched contract displays.

Sources of Supply
I Assign Supplier t:“':a’e Suppliers
B. Supplier Number Supplier Name Cuntract tem  Contract kem Description Supplier Product Number Met Price

D 162319 ALLSTEEL INC HDDDEI-ESE-? ........... 1 Seating 355.95
162319 ALLSTEEL INC 4400009337 2 Tables 855.95
162319 ALLSTEEL INC 4400009337 3 Library, Classroom, Music
162319 ALLSTEEL INC 4400009337 4 Free Standing Office 855.95
162319 ALLSTEEL INC 4400009337 6 Lounge & Meeting Room 855.95

o Select the grey box next to the line item of the contract, then select the ASSIGN
SUPPLIER button

72| NOTE: You must add a Source of Supply for each line item in a Shopping Cart.
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Weadar Appraval Stalus

LA Agraver s
SequEnce Process Shen Sistuy Processn
- et mmmm Ctpen (Ms Decmins Mide) e I.Ihlzh'h.:t.‘l’ﬂ .-! Wﬂh.ﬁm {mhﬁwhmwms.w
- W2 GHY Fhépping CaA Complebn  Dpan (Me Decmos Mpde)  [am Hamg

Recewed On  Frocesssd On | Formarnded Gy

Review of the
Workflow is available
through the Approval
Process Overview tab
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What is an Ad Hoc Approver?

 An Ad Hoc Approver Is an additional approver that can
be added within a cart by a Requisitioner or Approver
anytime the defined strategy does not meet the
approval needs of the cart

— Users added as an Ad Hoc approver must have an approver
role

 Ad Hoc Approvers cannot be added to a Special
Category cart after the cart reaches the final approver
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Select the ADD APPROVER hutton

75

Shop in 3 steps: Step 3 (Complete and Order)
Next b | | [ order | | [ close ][ Save || check | . .
 Select the Display/Edits
* : . . N link in Step 3
Select Goods/Service Shopping Cart (3 items) Complete and Order Agents In In tep to
Name of shopping cart: [P00068292 08/07/2013 08:25 | Ad HOC an Approver to
Number: 10011734 H
Approval Process: Displav / Edit Agents 4, the Shopplng Cart
Note to Approver
Detasts for ftwem 1 BEDSHELT FITTLOPERT ALLWHT, M5NB05
AECoun] ABAgamal ot 803 ARSChmaie Usdvtry Addtess Sowces of st - Approval Process (vanaw
ettngs
Process Sten Sistuy Processn Recewed On  Frocesssd On | Formarnded Gy
AN Shapging Carl Completins  Open (Me Decmios Mide]  Temil el iy, Shick ey Hnar-Zoih Sumin Beatobl Eliabclh Lslian
5RM Steppinvg C Compieban  Cpen (N Decmit Made) T ibmbach Duges Hewnond [iGebaih Lintat
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Adding an Ad Hoc Approver

Details for item 1 Wood Chipper

ftem Data Account Assignment Notes and Attachments Delivery Address Sources of Supply Approval Process Overview

Current Status: |Initial
Current Process Step:

Currenthy Processed By:

Approval Process Data: Download as XML

~ Header | ltem

Header Approval Status

Remove Approver

Add Approver Above Selected Line

Add Approver Below Selected Line B . . L )
—— ——— eecomss. OMpletion . Open (Mo Decision Made) Terri Heimbach:Wic

= 002 M Shopping Cart Completion | Open (Mo Decision Made) = Terri Heimbach;Susan Reinhold;Elizabeth Lenhart

Status Processor Received

o |f additional approvals are required, select the point of entry
» Select the ADD APPROVER button and choose one of the
dropdown options
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* When the input screen displays,

[— 5% type in the applicable employee

ppproveri: [ |9 number

e  |f the employee number is not
e s known, select the match code to

perform a search
Cancel

Iﬁddﬂpprm 0=

Approver D (700083747 [T

Telephone Mumber:

E-hlail Address: | EMYSLEMCI@PA GOV

" ‘ » Select the OK button to proceed
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Adding an Ad Hoc Approver

Details for item 1 Wood Chipper [x]

ltem Data Account Assignment Motes and Attachments Delivery Address Sources of Supphy Approval Process Overview

Current Status: | Initial
Current Process Step:

Currently Processed By:
Approval Process Data: Download as XML

" Header ltem

Header Approval Status

| Add Approver 4 || Remove Approver | Settings
Sequence Process Step Status Processor Received On | Processed On | Forwarded By
I = 0 SRM Shopping Cart Completion  Open (Mo Decision Made) Edward Myslewicz I
= 002 SRM Shopping Cart Completion | Open (Mo Decision Made) = Terri Heimbach:Vicky Chichi.Judy Kiner-Smith;Susan Reinhold;Elizabeth Lenhart
= 003 SRM Shopping Cart Completion | Open (Mo Decision Made) = Terri Heimbach;Susan Reinhold;Elizabeth L enhart

» The Ad Hoc Approver’s name displays in the assigned sequence

78



pennsylvania

NT OF GENERAL SERVICES

» To continue adding items to the Shopping Cart, select Step 1

» To complete the order, select Step 3

Shop in 3 stepgf S

| Coreer] |
»— 1 2 53—
Select Goods/Service Shopping Cart (1 item) Complete and Order
e — T S R o . = =
-
Total Value 1,800.00 | USD
Tax amount 0.00 usD
Total Val. (Gross) 1,800.00 | USD
Details for item 1 Wood Chipper [x]
temn Data Account Azssignment MNotes and Attachments Delivery Address Sources of Supply Approval Process Overview

Current Status: | Initial
Current Process Step:
Currently Processed By:
Approval Procezs Data: Download as XML

- Header | ltern

Header Approval Status
Settings

| Add Approver a4 || Remove Approver |

Received On | Processed On | Forwarded By

Sequence Process Step Status Processor

= 0 SRM Shopping Cart Completion Open (Mo Decigion Made) Edward Myzlewicz

= Qo2 SRM Shopping Cart Completion | Open (Mo Decision Made) = Terri Heimbach:\Wicky Chichi.Judy Kiner-Smith:Susan Reinhold; Elizabeth L enhart
= 003 SRM Shopping Cart Completion | Open (Mo Decision Made) = Terri Heimbach:Susan Reinhold:Elizabeth Lenhart
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Shop in 3 steps: Step 3 (Complete and Order)  Enter the name of the Shopping Cart
{4 Previous || Hexd & !-" e || Read On E'!:- H .
onee I R (see next slide for DGS Naming
% 1 ; 3 4 convention)
Select Goods/Sarnce Shopping Cart (1 #emi) Complete and Order
Hame of shopping cart 2100 Wood Chipper 08-21-2013 < .
ot [ * Select the ORDER button; OR
Approval Process: [isploy / Edt Agents
Nede bo Approver
 Select the SAVE hutton and retrieve the
Shopping Cart later via your POWL
Shop in 3 steps
1. Message displays showin
[¥] Shopping Cart “2110 Wood Chipper 08-21-2013" with number 10011881 ordered successfully 47 g p y g
| Shopping Cart number
Items in Shopping Cart
Ty Line Number | ttem Type | Product ID | Description Product Category | Product Category Description | Quantity | Unit | Net Price / Limit | Currency | Option Type | Per | Order Type Delivery Date | Notezs | Attachments | em Status Supplier
=1 Material Wood Chipper 21100000 AGRICULTURAL & FORES 1.000 EA 1,800.00 USD 1 1000172013 2 2 Awaiting Approval None
Total Value 1,800.00 ush
Tax amount 0.00 uso
Total Val. (Gross) 1,800.00 uso
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DGS Document Naming Convention

Naming Your Document

* There Is a 40-character limit on the document’s name

— Characters include letters, punctuation, and spaces
« The name must include:
— 4-digit UNSPSC code (ref: www.unspsc.org)

— Space or Dash

— Noun that describes the item or Contract Title (no abbreviations)
Note: Sole Source Shopping Carts should begin with SS.
o Example:

— 2517 Radial Tires
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Exercise 1- Create Describe Requirement

(Free Text) Shopping Cart

Exercise 1 — Create Describe Requirement (Free Text) Shopping Cart
http://eniesrwda0l.state.pa.us/gm/folder-1.11.98136%0riginalContext=1.11.93448

* From the dropdown menu options, select Simulation
When the Simulation dialog box opens,
— Select “Click here for Interactive Tutorial”

This will start the interactive exercise.
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Create Shopping Cart
from the MSCC Catalog
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MSCC: Step 1 (Select Goods/Services)

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

[ Next ] | | Order || | Close |

4, Previous

v 1 -
Select Goods/Service

 In this example, we are
selecting the Material/
Service Contract
Catalog (MSCC)

Find: |

Browse: Old Shopping Carts and Templates ¢l WEBSITE - VIEW ONLY NAL ECATALOG DGS - 1500
Internal Goods/Services Material’Service Contract Catalog(MSCC] PA Compute Services — Unisys
Peripherals & Networking Gear - COW-G Peripherals & Networking Gear - POMEROY
Peripherals & Networking Gear - ePlus  UnigueSource Products & Services
VWA LAB SUPPLIES

Free Text: Describe what vou need If you cannot find it above

84



i

MSCC: SRM-MDM Product Catalog Search

pennsylvania

DEPARTMENT OF GENERAL SERVICES

e The SRM-MDM
Product Catalog
screen opens into a
search window

 Enter search criteria
in any of the
applicable fields and
select the SEARCH
button

o If your first search
attempt does not
deliver the desired
results, you must
select the RESET
SEARCH button
before attempting
another search

Back i application

SRM-MDM Product Catalog

Ny e
A== Froe OE0
Bumch | Search Criwre
P ——————— T B e e e e e e e e e e . o -
I Kerworst | T BT i
) !
| Turtir Pt Mt A7 Praduct O — 1
1
1 oo Loevg Dancrgnon I
__________________________________________
Category Supplias
. Al Samet Sanshm
+ Mizral ny
B GO0
CoMAECT POUSTRES
Docutpanr Tirw wed Rsbbar ©
gty
Rapgpemy Campany
Fooured 68 Mmmdn] nf 28 and xhawing § o 1
ety
Lt W
=
u T Compirn Renuty P Page 0
Select | Ouwlty | Aces | Frod st Dpacrpten e Bugodet Pt lamter | Oéder el Proe iniemmton ol fade Gueseily | Wremss Guaelly  Bnews Guictty Uslh  Soecni Geatts Taren
1 ot i o B DOO0AT o604t Lace : TEwn i Lacy TGS 101,
b} 5y W GOOOREN 234235 = P07 |- 44LOOAL S
Ny e L, 23563508 D0 1ADDM
w Secborm Trn wed Bubbe SO0 BET_A83 Essh '8 Essh . B 1 4480008152
‘||-f L CORRECTIONE]. RDLTTHE 831-0 1 000 1 Emes e B | LD T

85



pennsylvania

]
J"a“ DEPARTMENT OF GENERAL SERVICES

MSCC: SRM-MDM Product Catalog Search

» The results will display on the MSCC Catalog screen
 Adjust the number of rows per page, if desired, using the dropdown arrow
4

Found 111 iEnmls) of 334537 anel showing 1 1o 400
Frodusts

Lint Viaw /
N = pemrr | mears | - =
el | Guanbiy Achon | Piod mact i | Shorl Desd mHnn Buppler Suppher Parl Numbey | Order Und | Poce miormsalon | Prce Bosn Guesily Wi Quand gy | MinEsum Guanity Wold | Spgcial Beadch Teema | mage
+ 1o e 2 L MeMssessn 10323700 L LIGE 157
Medezal 400010245
1] w MoResson 0 0 Carawler I5C i Caniader 04 157
Madesd A0S,
- McKesson G8432101 . Eesh 00 LTRUBD 00 1Emch -t

Mpdical T B 4400010345

) 300 i LD PACK M S04 3000 Esch QAL 5D 1 Each Each AT
EXg 0 Msdcal 14400010345,

Fl 30! e COLDPACK | McKeasoa STOZZTO0 Esch 0,20, 5T { Esch Enchs WA AST
BIAT s LE Modical 14400015245

1 \ e LOND SHEPj WeKaan BETEITO0 Ench LU EE 1 Ench Esth VaRET
A S Megea 0L A G b,

AN
 Select the items by placing a checkmark within the checkboxes and enter the desired
quantity to be ordered

« Select the ADD TO CART button
NOTE: The above steps alone will not bring the item into your Shopping Cart
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SRM-MDM Product Catalog

Search | Seanch Criera

Keyweard:

‘Sappher Fart Homber.

Conlrac

[ searen | [ oset searen ] 4 4

vancrd Scanch

Contang v

Contsng = prodect T

Leny Desorpion.

Conbang =

‘h“','-' tema 4

vielw Lar
£ Pz 451050500 et oo |

Costang v

\

 To exit the catalog and continue processing the Shopping Cart, select

the Check Out link
— This will transfer your items into a Shopping Cart as shown below

shap i 0 slep Shep #{Shogyiag Cart (9 e )
4 Proveas | Rost b Oosa | B | Cooch
[ CEE—— P S P
- et s -
Wit na - i
T I gt fme
i
. Mg geenig & ] [ e} oy e
v
Gt e || o —l
T ek e B Trpe e L T Fede Clogoey  FoSGS Degery Jeecities  Oeadly US( e Pree i Lo Cuescy  Offes TEpe P OO e Deery Dl Rete SEarseeds  SEteoed Ausgreesr  en i Sefee
L Upmw Cagl v e VEDKCAL B & 100 B0 EA LIT 100 1R i} PN DN WD
2 o [ Etis 0 WL TP L s Ly PALECS SEDT
------ 0o ML S i
........... EBCaL, A o :
GEaL aci s, R [ 0
uuuuu satte AFETc, Bar i
llllll 0000 THCAL o 80
Upera ] VLD 1% o
S B s SHUTE. EED 4w 0 WML T i
87 ) Umaarres tam g B P e et &3 L, 1B
Yam
Tombih Wil
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MSCC: Compare Two or More ltems in COPA Ecatalog or MSCC

Foend 111 immiu] of 13837 and ghowng 110 100

Froducts
Lind View
T Ry e Pige'| 100 *|  Fmpa 0l
Seint | Qumndly &in | Podea Sor! Degcrpion Suppler Seppie Par) Hosbe e Ll Fre kigmalion Broe Zase Quantly  lorum Dusity Lbrrnge Joaediy U Soec! Sewrch Temy rage
'H WAEE oA A AR P L5 Pl o FIa TA15T 1000 IR,
BERE, 2 et
A=} A Haaaen Mtrde 55N 4 i B e BATET 100G
.ll-:r QAT 4 Blcannon Medhcal HETTN Inch s 1 Each Tach 1BARET AR T
"HI' GalTE Pl Eicimyyon Uydeat bR Pach LTS 208 Ryck Pach HBARET 1840001045,
(aLN

» Select items to compare by placing checks in the boxes to the left of the
items

e Select the COMPARE button
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MSCC: Compare Two or More ltems in COPA Ecatalog or MSCC

89

SRM-MDM Catalog

" item Comparison |

tems: 0
Price: 0.00

Back to Search

Figlds

Quantity

Action

Supplier
Category

Short Description

Long Description

Product ID

Product Group
Manufacturer Part Humber
External Manufacturer
Delivery Time in Days
Price Information

Price Base Quantity
Supplier Part Number
Minimum Quantity

Total Price

Back to Search

Item 1

ttem 2

[ Remove tem |

[ Remove tem |

1

McKesson Medical

GAUZE 4X4 PERF+ 4PLY NS

1

McKesson Medical

GAUZE 4X4 VRSLN 4PLY ST

tem 3

ftem 4

[ Remove tem |

[ Remove tem |

1

McKesson Medical

GAUZE 4X4 ¥DS DERM ST

1

McKesson Medical

GAUZE, PAD 4"x4"

PERFORMAMNCE PLUS
GAUZE SPONGE NON
WOWEN NON STERILE 47X4"
4PLY

MEDICAL EQUIP &
54442000
MCKESSON

2.58 USD
200 Pack
94442000
o

0.01 USD

VERSALON NONWOWEN
ALL PURPOSE SPONGES
47X4" 4 PLY STERILE LINT
FREE

MEDICAL EQUIP &
a044
KENDALL COMPANY

1.91 USD
25 Box
35262000
o

0.08 USD

DERMACEA GAUZE FLUFF
ROLL 47X4" Y ARDS
STERILE

MEDICAL EQUIP &
441103
KENDALL COMPANY

0.57 UsSD
1 Each
44032001
o

0.57 USD

PERFORMAMNCE 4X4
GAUZE SPONGE
8PLY NON STERILE

MEDICAL EQUIP &
44082000
MCKESSOMN

2.74USD
200 Pack
44082000
o

0.01 USD

» The selected items are displayed side-by-side for simple comparison
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MSCC: Compare Two or More ltems in COPA Ecatalog or MSCC

e Anitem may be added to a
Shopping Cart from this SRM-MDM Catalog
screen

- Item(:nmparison|

» Enter the quantity of the

des'red Item Fields ftem 2 ftem 3 ttem 4
Remowve tem | Remowve tem | Remowve ftem
Quantity 1 300 1
» Select the SHOPPING Acton v ar s
. Supplier McKesson Medical McKesson Medical McKesson Medical McKesson Medical
CART icon
gory
Short Description GAUZE 4X4 PERF+ 4PLY NS | GAUZE 4X4 VRSLN 4PLY ST | GAUZE 4X4 YDS DERM ST | GAUZE. PAD 4"x4"
[ FO”OW the procedures to Long Description PERFORMANCE PLUS VERSALON NONWOWEN DERMACEA GAUZE FLUFF | PERFORMANCE 434
GAUZE SPONGE NON ALL PURPOSE SPONGES ROLL 47X4™ YARDS GAUZE SPONGE
. WOWVEN MON STERILE 47X4" | 4"X4" 4 PLY STERILE LINT STERILE 8PLY NON STERILE
complete a Shopping Cart Ly
. . Product D¢
as demonstrated earl lerin Product Group MEDICAL EQUIP & MEDICAL EQUIP & MEDICAL EQUIP & MEDICAL EQUIP &
Manufacturer Part Number 94442000 a044 441103 44032000

.
the Course, OR External Manufacturer MCKESSON KEMDALL COMPANY KEMDALL COMPANY MCKESSON

Delivery Time in Days

° Return to the Search Price Information 258 USD 1.81USD 0.57 USD 274 USD

. . . Price: Base Quantity 200 Pack 25 Box 1 Each 200 Pack

W|th0ut add|ng an |tem to il.J?plierl;art Ntl:t;nber zmzuuu 25262000 :4032001 :-wazunu

the ShOpp"’]g Cart by Total Price 0.01 USD 0.08 USD 0.57 USD 0.01 USD
.

selecting the BACK TO

SEARCH button
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MSCC: Compare Two or More ltems in COPA Ecatalog or MSCC

SRM-MDM Product Catalog

tems: 2 View Cart
E Price; 17165USD Check Out

/ Search | Search Criteria ° SeleCt the
Check Out link

Keyword: |[L Search | | Reset Search | Agvanced Search

SupplierPartNurnher:| |[Contains | Product ID: | ||Contains v

Contract 4400010245 |[Contains ¥/ | pnq Descrition: | ||Contains |

Category Supplier E
o [AI Select  Supplier

A
« [Nong] [A]
[T McKesson Medical
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MSCC: Shopping with a Purchasing Card (P-Card)

m Details for item 1 GAUZE 4X4 PERF+ 4PLY N3

Item Data Account Assignment Notes and Attachments Delivery Address Sources of Supply Approval Process Overview
Identification Currency, Values and Pricing
ltem Type: |Material Order Quantity / Unit: 50.000 | |PAC Pack
Product ID: Ordered Quantity / Unit: 0.000
Description: |GAUZE 4X4 PERF+ 4PLY NS Show ltem In Catalog Open Quantity / Unit: =0.000] |PAC
Product Category: |42000000 MEDICAL EQUIP & Price / Currency: 2.58||USD | Price Unit| 200
Organization Service and Delivery
Purchazing Group: |DGS Central Purchase Purchasing Group |v| Show Members i
Location / Plant: | 301375 OGS Bureau of Procurement
Company Code: |COPA 31| COMMONWEALTH OF PA
pany copa 7Y Storage Location: | =]
Further P rti
uriher froperties Goods Recipient: |T2EI&E-B |[Uirgen Colon
Supplier Product Number: | 94442000 )
Delivery Date:  |10/27/2016

Proceed Using P-CARD?: [ |

* Note: If you have been assigned a Purchasing Card (P-Card), the contract
you are ordering from is P-Card Enabled, and your order is less than
$10,000, select the Proceed Using P-CARD checkbox located on the ltem

Data sub-tab

— Refer to the next slide for the definition of the term P-Card Enabled
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Shopping Cart from a Catalog: Using a Purchasing Card (P-Card)

 As areminder, when a P-Card is used as the method of payment
for a catalog item, the contract may be designated P-Card
Accepted, P-Card Enabled, or both

— P-Card Accepted means that the supplier has agreed to accept the
P-Card as a method of payment for contract items

§ The items might be ordered via the supplier's external website, the telephone, or
by walking into their store/office

— P-Card Enabled means that the contract has been set up (e.g.
enabled) in SRM to allow the Shopping Cart to be ordered and paid
for directly with the P-Card
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Exercise 2- Create a Shopping Cart fromthe =

MSCC Catalog

Exercise 1 — Create a Shopping Cart from the MSCC Catalog
http://eniesrwda0l.state.pa.us/gm/folder-1.11.981657originalContext=1.11.93448

* From the dropdown menu options, select Simulation
When the Simulation dialog box opens,
— Select “Click here for Interactive Tutorial”

This will start the interactive exercise.
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Create Shopping Cart from
a Punch-Out Catalog
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Punch-Out Catalog: Step 1 (Select Goods from Supplie? Site)

Shop in 3 steps: Step 1 (Select Goods/Service)
e L e To select items to purchase,
» 1 4 you have the option to choose

Select Goods Serie from the various Punch-Out
| - (Supplier) Catalogs.

For example:
I e R * PA C%mpllﬂe Servicesk
Z‘ZZ? erals & etworking

oo e e e * VWR Lab Supplies

 Note: UniqueSource Products & Services is no longer a Punch-Out Catalog. Itis a stand
alone website utilized for P-Card Orders 10K and under. The link will remain for users to
access UniqueSource website. For additional information, refer to UniqueSource contract
via Emarketplace at www.dgs.pa.gov or contact your procurement office.
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Punch-Out Catalog: Select Goods/Services

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

|4 Previous || Next b| | | I=":e"| | | Cluse|

» 1 -

select Goods/service  For this example, we

are going to select the

Peripherals &

Browse: i Shopping Carts and Templtes I WEBSITE -VEW OMLY _ Networking Gear —
Internal Goeds/Services Material'Service Contract CatalogiMSCC) PA .Cum[:-ute = i ‘ i ePlus Catalog

Pe
Peripherals & Networking Gear - ePlus nigueSource Products & Services
WWER LAB SUPPLIES

Find: |

Free Text: Describe what yvou need If you cannot find it above
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. o
= Nt el J L ] W L | Bawren

Welcorme Commormwéalth ol PA

COMMONWEALTH CF PA

=i PLEASE CHECK ITEM DETAILS FOR
st AVAILABILITY BEFORE PLACING YOUR
ORDER.

¥ G ks

W &f
i

» The catalog displays in a new window

the Shopping Cart

or other similar term

» Each site has its own look and feel, but allows the ability to search and select items for

» Some sites refer to the Shopping Cart as a Cart, while others refer to it as a Requisition
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 Displayed are various
methods to search on
the supplier site. You
can search for an item
by entering a keyword
within the keyword

ILS FOR search field OR
AVAILABILITY BEFORE PLADMNG YOUR  iwcaw
ORDER. P

» Select the Products
dropdown arrow to
search for items
required
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 Results displays with the
ability to search within the
results by “Category” or
“Brand” to refine the search

 Once you locate an item,
select the item to review
the details. Enter the
quantity to be ordered and
select the shopping cart
Image to add items to the
shopping cart

Note: To add additional items to the cart repeat same steps from previous slide I
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Your Price: $1.561.84

3

Waur Price: £1,103.68

101

To view the items added
to the Shopping Cart,
select the word ITEMS or
select the dropdown
arrow beside ITEMS

Notice you have the
option to CHECKOUT/
EDIT CART or CLEAR
CART

For this example, select
EDIT CART
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Punch-Out Catalog: Selecting Goods/Services

» Upon selecting the EDIT
CART, you will be taken into
the Shopping Cart screen to
verify the Shopping Cart
items

S T T * Here you can edit the
g 0T P SOR I IGA LD U ST g el w4 quantity, update the

i & shopping cart, add to list, or
remove items

* |f you are done shopping,
select the CHECKOUT
button to complete the order
process on the Supplier site
and transfer the cart back to
the SRM Shopping Cart

10 | Reminder: Supplier sites may vary when adding/or removing items to your Shopping Cart.
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Punch-Out Catalog: Selecting Goods/Services

Shop i3t Sep 2 (Spplg ot (1 o)

. Previnas, | e g Chee |{ save | chek |

ﬂ Fund mug] be erlened for non-oaseh account ssagrment cofeganics

“ Ling 1 o L accous] wie emared. ente 2 L actourt

“ Ling 1: Error n accound assigrmant far bem |

u Ling 1" Frrler & vaine i e mendsinny' Tiekd Cred Center I ACrmand aasigoment

f 2 3 o

st Goods/Service Sapping Cart (] item) Campielz and Oirder

#

Beavt in Shopping Gart
[ Delais § A bem | oy || Faoce | Do | Delele | Tz Seitr
B Lrzhume knTize Prasuni O Descripios Product Caiegrry - Prodict Cmeaoy Descripior. Ciogly Uall MetPriceiLe Covency  OnfonTyse  Fer OmerType  Debvery Date  Nooss: Adachrenvs - AccoudlAssiomeni benSimm  Suppher
e B Wanargl BHSIINET PR 35000 WIGA LOD 0 STREYY 45111600 FROJECTORS £ SUPRLE 1000 EA 1.561.24 ISD 1 Hame 1 & Cesr Camer | ERLLRS TECHMCLDEGY, NCIEEESeE
Uagahead bam [)pe FEIETT FHERH] Feb 1.0 0.0 s 1 BB

 The information will transfer into the SRM Shopping Cart as displayed

» Complete all other applicable information such as Account Assignment, Delivery
Date, Text, P-Card (if applicable), Justification, and any other relevant information
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Punch-Out Catalog: Selecting Goods/Services

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

A Previnas || Kest By Chse { Save | Chark

B Fund must b celered for ron-tasct accound ssagrment cofogerics

“ Ling 1 o L accous] wie emared. ente 2 L actourt

 Notice that you are in Step 2 of the
Shopping Cart Wizard Screen

u Ling 1: Error n accound assigrmant far bem |
{ine 1- Fate

u nel [ § TEE e ey ek Coat Cenfer In acrmend assigoment

& 1 1 3 |
st Goods/Service Sapping Cart (] item) Campielz and Oirder
Beat in Shoppang Cart
B Lrzhume knTize Prasuni O Descripios Product Caiegrry - Prodict Cmeaoy Descripior. Ciogly Uall MetPriceiLe Covency  OnfonTyse  Fer OmerType  Debvery Date  Nooss: Adachrenvs - AccoudlAssiomeni benSimm  Suppher
el UIISINETI PR 505N WIGA LODD STHEYY 45111600 PROJECTORS & SUPRLE 1000.EA 156124 ISD | WA 1 g Cespiamer i ERLIFS TECHMOUDGY, INCTTRRE56
Liagiafead lam Fype IBIZIETE [FRERRT Hek

 Within the “Items in Shopping Cart” area, the line item detalil displays the
Description, Product Category, Product Category Description, Quantity, Unit (of

measure), Net Price, Per and the Supplier. This information is all defaulted from
the Supplier’s site.

» The Delivery Date must be entered for each line item.

» To complete and order the Shopping Cart, all required fields for each line item
104 must be entered as discussed earlier in the course
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Exercise 2- Create a Shopping Cart fromthe =

Punch-Out Catalog

Exercise 1 — Create a Shopping Cart from the Punch-Out Catalog
http://eniesrwda0l.state.pa.us/gm/folder-1.11.97521?0riginalContext=1.11.93448

* From the dropdown menu options, select Simulation
When the Simulation dialog box opens,
— Select “Click here for Interactive Tutorial”

This will start the interactive exercise.

105


http://eniesrwda01.state.pa.us/gm/folder-1.11.97521?originalContext=1.11.93448
http://eniesrwda01.state.pa.us/gm/folder-1.11.97521?originalContext=1.11.93448
http://eniesrwda01.state.pa.us/gm/folder-1.11.97521?originalContext=1.11.93448
http://eniesrwda01.state.pa.us/gm/folder-1.11.97521?originalContext=1.11.93448
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Edit a Shopping Cart
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Edit a Shopping Cart
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Select Requisitioner to
open the POWL

Enter the Shopping
Cart number, or other
applicable criteria to
locate the Shopping
Cart

Select the APPLY
button

Caution: Do NOT run
your POWL queries
without entering criteria,
it will slow the system
down considerably

Employee Self Service

SRM

My Settings

Reports

Dizsplay SRM Documents
Requisitioner

Pcard Requisitioner
Receiver

Purchasing

Workload Redistribution
Business Partner

RFx

 Services

Create Documents

* Create Shopping Cart

¥ Related Links

Auto-PO Suppliers on C...

FI L3O
SRM = SRM = Reguisitioner
Shopping Carts Team Carts
[+ Hide Qu dcria Maintenance |
Shopping Cart Number: ~* |11624280] | To l:l =
Shopping Cart Name: | |
ltemn Description: | |
Tmeframe: [ 7]
Creation Date: = To >
Status: [ |
Role: [ -]
PONumber: [ |
Product Category: | |
Logical System (Product): |:|
Show my Team Carts: O
Smart Number: |
Apply
View: |[Standard View] - | Shop | Display Edit Delete Create Confirmation Print Previe Refresh
T | Shopping Cart Number Shopping Cart Name ltem Mumber Configurable ftem Number




Edit a Shopping Cart

 The Shopping Cart
displays on the lower
portion of the POWL
screen

* Notice that the
Shopping Cart number
is displayed multiple
times (this occurs only
when ordering more
than one item)

 Selection of the
Shopping Cart number
will open the Shopping
Cart with all line items

F W pennsylvania

i DEPARTMENT OF GENERAL SERVICES

SRM = SRM = Reguisitioner

Shopping Carts

Team Carts

| = Hide Quick Criteria Maintenance |

Shopping Cart Number: [=| | 11624280

Shopping Cart Mame:
ltem Description:

Timeframe:

Creation Date: <

Slatus:

Role:

PO Mumber:

Product Category:

Legical System (Product):
Show my Team Carts:

Smart Mumber:

TEy § Shopping Cart Number
11624280
11624280
11524280

L —
To =
| =]
| d
| ]
O
iew: |[Standard View] - | Shop | Display Edit Delete Create Confirmation Print Previe
Shopping Cart Name ltem Number Configurable tem Number
4217 Medical Supplies 1
4217 Medical Supplies 2z
4217 Medical Supplies 3

Refresh Exporta

tem Name

EMT ALS Medical Cases
Rescue Blankets

Emergency Stretcher

Status
Saved
Saved
Saved

in one Shopping Cart
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e The Shopping

Cart document
displays all line
items

e Select the EDIT
button to activate
the “Edit” mode

109

Shop in 3 steps: Step 2 (Shopping Cart (3 items))

|1l Previous || Mext b| | Order |
I» 2 3 -
Se oodsiService Shopping Cart (3 items) Complete and Crder

ltems in Shopping Cart

Add tem Paste || Duplicate || Delete | Pri

5y | Line Number | tem Type | Product ID | Description

OCERS & ems

Product Category | Product Category Description | Quantity | Unit

= 1 Material EMT ALS Medical Cases 42171915 EMERGENCY MEDICAL TE 20.000 EA
= 2 Material Rescue Blankets 4217171 EMERGENCY/RESCUE BLA 150.000 EA
3 Material Emergency Stretcher  |42171611 EMERGENCY RESPONSE L 20.000 EA
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Edit a Shopping Cart

Shop in 3 steps: Step 2 (Shopping Cart (3 items))

| [ order | | | Close || Read Only || Save || Check|
—1 2 3 4
Select Goods/Service Shopping Cart (3 items) Complete and Order

ltems in Shopping Cart

| Details || Add tem || Cupy| Paste | Duplicate || Delete| | Process All tems Fitter Settings
T | Line Number | tem Type Product ID | Description Product Category | Product Category Description | Quantity | Unit | Net Price / Limit | Currency | Option Type | Per | Order Type | Delivery Date | Notes | Attachments | Hem Status | Supplier
- 1 Waterial EMT ALS Medical Cases 42171315 EMERGENCY MEDICAL TE 20.000 EA 360.00 USD 1 242014 1 2 Saved MNone
-2 Waterial Rescue Blankets £2171T EMERGENCY/RESCUE BLA 150.000 EA 15.00/USD 1 242014 1 2 Saved None
=3 Waterial Emergency Stretcher | 42171611 EMERGENCY RESPONSE L 20.000 EA 80.00/USD 1 242014 1 o Saved MNone
" Undefined ttem Type 80121300 FAMILY LAW SVCS 1.000 0.00/UsSD 1 082014 [} o
" Undefined ttem Type 80121200 FAMILY LAW SVCS 1.000 0.00/UsSD 1 011082014 [} [
" Undefined fttem Type 80121500 FAMILY LAW SVCS 1.000 0.00/UsD 1 052014 [ 2
" Undefined ttem Type 80121800 FAMILY LAW SVCS 1.000 0.00/UsD 1 /082014 [} o
" Undefined ttem Type 80121300 FAMILY LAW SVCS 1.000 0.00/UsSD 1 082014 [} o
" Undefined ttem Type 80121200 FAMILY LAW SVCS 1.000 0.00/UsSD 1 Hi0a2014 [ [
" Undefined fttem Type 80121500 FAMILY LAW SVCS 1.000 0.00/UsD 1 052014 [ 2
Total Value 11,050.00 | USD
Tax amount 0.00 | USD
Total Val. (Gross) 11,050.00 | USD

Once in the “Edit” mode, fields that are grayed out cannot be edited. Once
edits have been made, select the CHECK button to ensure the Shopping
Cart has no errors. Finish the Shopping Cart by selecting the ORDER

o button to save your changes.
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Delete a Shopping Cart
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There are two methods for
deleting a Shopping Cart, first:

From the POWL, enter the
applicable criteria

» Select the APPLY button

 The Shopping Cart number
displays on the lower portion
of the POWL screen

 To open the Shopping cart
select the Gray box to
highlight the Shopping Cart
number and select the
DISPLAY button

* OR select the Shopping Cart
number hyperlink to open
the Shopping Cart

Shopping Carts

Team Carts

[+ Hide Quick Criteria Maintenance |

Shopping Cart Number:
Shepping Cart Name:
ltem Description:
Timeframe:

Creation Date:

Status:

Role:

PO Mumber:

Product Category:
Logical System (Product):
Show my Team Carts:

Smart Number:

o]

=|[115238%6

) —

[ He

[w]

View: | [Standard View]

5y | Shopping Cart Number

Shopping Cart Name

4217 Medical Supplies
4217 Medical Supplies
4217 Medical Supplies

v|| Shop | Display Edit Delete Create Confirmation

tem Number
1
2
3

Cenfigurable kem Number

Print Preview Refresh Exporta

ltem Name

EMT ALS Medical Cases
Rescue Blankets

Emergency Stretcher

Status

Approved
Approved
Approved

112



pennsylvania
DEPARTMENT OF GENERAL SERVICES

Delete a Shopping Cart

Display Shopping Cart

WEd'rt\ | \ Print Previgw | \ \ Close H Refresh H Copy \

» The Shopping

umber 11512722 Document Name 4217 ENT Nedical Supplies  Status Approved  CreatedOn 01/09201415:2310  Created By Virgen Colon

Cart document
displays with all
Line Items in the e Qv
Shoppmg Ca_rt Add tem Paste || Duplicate || Delete | Process Al tems
o Sel eCt th e EDlT Ty | Ling Number tem Type Product D Description Product Category Product Category Description Quantity | Unit
. v ] Material EMT AL3 Medical Cages 42171915 EMERGENCY MEDICAL TE 20,000 EA
button to activate |
" - v 2 Material Rescue Blankets 421 EWERGENCY/RESCUE BLA 150.000 EA
the “Edit” mode q .
v 3 Material Emergency Strefcher | 42171611 EWERGENCY RESPONSE L 20,000 EA
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Delete a Shopping Cart

Once in “Edit” mode, the
action buttons below the
ltem Overview become
active

* You have the option to
delete single or multiple

Edit Shopping Cart

| Read Only || Print Preview | | | Close || Check|

Humber 11512722 Document Hame 4217 EMT Medical Supplies Status Approved Created On  01/05/2014 15:25:10

¥ General Data

Buy on Behalf of; 720359 Virgen Colon Approval Note
Name of shopping cart: (4217 EMT Medical Supplies

Approval Process: Display / Edit Agents
Document Changes: Display

Created By Virgen Colon

line items within the cart e e e
by selecting the Gray pioans [ecven Jcon JLPome T e [oawte] | [Process oo ) - -
T Line Number ftem Type Product ID Dre=cription Product Category Product Category Description Cuantity | Unit
bOX(S) and the DELETE . 1 Material EMT ALS Medical Cases 42171915 EMERGENCY MEDICAL TE 20.000 EA
button -2 Material Rescue Blankets 42171701 EMERGENCY/RESCUE BLA 150.000 EA
3 Material Emergency Stretcher | 42171611 EMERGENCY RESPONSE L 20,000 EA
Itemz in Shopping Cart
Note: To delete all line items | Details || Add tem || Copy || Paste || Duplicate || Delete | | Process All tems
Wlthm the Shopplng Cart’ SE'GCt _H.E*j Line Number lem Type Product I Description
the “Table Selection” menu and Select Al Material PROJECTOR UPGRADE V3 DLP
highlight “Select All” and the Deselect Al | yaterial UST-P1 DLP PROJECTOR
DELETE button = 3 Material EST P1 DLP PROJECTOR
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Delete a Shopping Cart

Edit Shopping Cart

[ Read Only |[ Print Preview | | [ Close |[ Check |

» A message will
display as shown

— Shopping cart tem has been deleted

Humber 11512722 Document Hame 4217 EMT Medical Supplies Status Approved
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The second method of
deleting a Shopping Cart is:

From the POWL, enter
the applicable criteria
and select the APPLY
button to search for the
cart you want deleted

Shopping cart number
displays

Select the Gray box to
highlight the shopping

cart number and select
the DELETE button

Shopping Carts Team Carts

[ + Hide Quick Criteria Maintenance |

Shopping Cart Number: —| m To |:| Y
Shopping Cart Mame: | |
ltem Description: | |
Timeframe: l:l
Creation Date: > To &
Status: | 'l
Role: | M
PO Number: |:|
Product Category: | |
Legical System (Product): :l

Show my Team Carts: O
Smart Number: | |

View: |[Standard View]

v|| Shop | Display Edit Create Confirmaticn

5y | Shopping Cart Number Shopping Cart Name ltem Number Configurable tem Mumber
116233588 4217 Medical Supplies 1
11623896 4217 Medical Supplies 2

I:I 116238086 4217 Medical Supplies 3

Print Preview Refresh Exporta

ftem Name
EMT ALS Medical Cazes
Rescue Blankets

Emergency Stretcher

Status

Approved
Approved
Approved
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« A message box
appears prompting
you to confirm the
Shopping Cart to be
deleted by selecting
the (YES, NO, or
CANCEL) button

o Select the YES
button to confirm
Shopping Cart
deletion

117

st | toncns

| = Hide Quick Criteria Maintenance |

Shopping Cart Number: =] [11623886

Shopping Cart Name: |

ltem Description: |

[ ] ®

Timeframe: l:l —
Creation Date: To =
Status: | '| Really delete selected Shopping Cart?
Role: | |
PO Number: I:I
Product Category: | |
Logical System (Product): I:I
Show my Team Carts: O
Smart Number: |
Wiew: |[Standard View] "| | Shop | Dizplay Edit Delete Create Confirmation  Print Preview Refresh  Export a4
T | Shopping Cart Number I Shopping Cart Name ftem Number Configurable tem Number ftem Name Status
|_| 11623896 4217 Medical Suppliss EMT ALS Medical Cazes Approved
:‘ 11623896 4217 Medical Supplies Rescue Blankets Approved
:I 11623896 4217 Medical Supplies Emergency Stretcher Approved
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Delete a Shopping Cart

[ Shopping cart 0011623896 wias successfuly deleted

Shopping Carts Team Carts

* A message |' Hide Quick Criteria Maintenance|
displays confirming Shopping Cartvumosr S [TiEz38%8 ——
Shopping Cart el |
nuMber XXXXXXXX Tmetrame: [ ]

Creation Date: < To &
was successfully sts: | 3
deleted — -
Product Category: | |

Logical System (Product): |:|

Show my Team Carts: |

Smart Number: |
View: [[Standard View] -| | shop | Display Edit Delete Create Confirmation Print Preview Refresh Exporta
5y | Shopping Cart Number Shopping Cart Name ltem Mumber Configurable tem Number ftem Mame Status
|_| 11623896 4217 Medical Supplies 1 EMT ALS Medical Cases Approved
I:‘ 11623896 4217 Medical Supplies 2 Rezcue Blankets Approved
|:| 116238596 4217 Medical Supplies 3 Emergency Stretcher Approved
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Where do you go to check the status of a Shopping Cart

To check the status
of your Shopping
Cart:

e From the POWL,
enter applicable
criteria

» Select the APPLY
button

120

SRM

My Settings

Reports

Display SRM Documents
Requisitioner

Pcard Requisitioner
Receiver

Purchasing

Workload Redistribution
Business Partner

RFx and Auction
 Services

Create Documents

* Create Shopping Cart

¥ Related Links

Auto-PO Suppliers on C...

SREM = SRM = Reguisitioner

[+ Hide Quick Criteria Maintenance |

Shopping Cart Number: <@ l:l

[ 1 ®

Shopping Cart Name: |

ltem Description: |

[ @e

Timeframe: Last 7 Days hd
Creation Date: ¥
Status: | v|
Role: [ -
PO Number: l:l

Product Category:

Logical System (Product):
Show my Team Carts: O

Smart Number:

View: [[Standerd View] __~|| Shop | O

e Vie Refresh Export «

I'||’:| Shopping Cart Number Shopping Cart Name ltemn Number | Configurable tem Number | kem Name

] 11512710 Demo Time Test 1-9-14 CA 3 Emergency Stretcher

| 11512710 Demo Time Test 1-9-14 CA 4 Emergency Hospital Services
| 11512673 4217 Emergency Supplies-Svc 1-8-14 CKA 1 EMT ALS Medical Cases

| 11512673 4217 Emergency Supplies-Sve 1-8-14 CKA | 2 Rescue Blankets

| 11512673 4217 Emergency Supplies-Svc 1-8-14 CKA 5 Emergency Stretcher

| 11512673 4217 Emergency Supplies-Svc 1-8-14 CKA 4 Emergency Hospital Services
| 11512671 Emergency Supplies-Svc 1-8-13 CKA 1 EMT ALS Medical Cases

| 11512671 Emergency Supplies-Svc 1-8-13 CKA 2 Rescue Blanksts

| 11512671 Emergency Supplies-Sve 1-8-13 CKA % Emergency Stretcher

j 11512671 Emergency Supplies-Sve 1-8-13 CKA 4 Emergency Hospital Services

Status

Approved
Approved
Approved
Approved
Approved
Approved
Approved
Approved
Approved
Approved
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Check Shopping C

2R ezl frsaaiune
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Ensppng Car lumber To &
Shopprg Cart Nams
tem Dreaminn
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1 g SarNaEm [PravirE
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e | [Slardaid Ve = || Exap E 1 Anfreah  Expor o ¥ &
- [N &R R N N _«§ ]
¥ | SEopping Carl Mumber Fhopgasg Car lams Bem fiymber  Coafgorsbis bem lumber | bem Hase kit Creabed U oAty Corency . Tiisd Med Valus Ehl-'t-'\-c'fl Ezm Shalul I'
Uetroo Time Test 1-5-14 C&, 3 Entpeficy Fnslcher Approeed | DNTRIDTA DEILER S00.000 - LA wsn 2500050 WwSD I L0 D Thidared
o fime Test 13-4 A i Lgrpdncy Mosphil Sernces  Apprgwesd | QUTHUITL DOOSTR HRnoa M s 25500000 | 15D I I
307 Emergency Soppbes-Twl 1-0-14 CIE L ] LHT ALS Medcs Cased Apteoved | QEDBIDTA TVIRIZ 00000, LA sn SLE00.00 | U I I I
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217 Edrgency Soppbes-Twe 1014 TRA 3 Entpeficy Fnslcher Approeed | DNARZOT 1IATEC S00.000 - LA wsn 25500050 I Fobgvy = Teidinmes pled I
AZNT Emerpandy FopplEs-Swe 1-0-14 TKA i Lgrpency Mosphll Sernces  Appogwsd | QUTREINA 111737 HR000 . LA s 255 000.00 I FoBavr=is Lerouimdnt Dramied I
Lmerpency Soppkes-Svc 1-8-10 CKE L ] LHT AL Medcs Cases Apseoved | QEDBIDTS OFAD2 00000, LA En SLE00.00 | U I o Purchipest Yol I
Lmérpancy Soppbes-5vs T-0-13 CHA ¥ Fasros Lamiety Apgipived EZ0T4 TOG0E 1000000 EA (1) 25500000 I f: PutChpsesy 1 :
Cmerpinly Supiles-Svc 117 CHA 3 Entpeficy Fnslcher Approeed | ONDRIDTS POGDR S00.000 - LA wsn 25500050 I iF Frot LS
Lmerpency Supples-Sve T-0-1) CHA i Lty Mosphil Sernces  Apprgwsd | QUTRITS POOOZOE HRnoa M s 255 000.00 i Purchanery Yigiiel :-—

 The screen shown above displays the results of your search showing the Item
Status
121 |« Select the Shopping Cart number to display the Shopping Cart
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Check Shopping Cart Status

Rumber 11515005 DocumentBeme FOCMERN CROOTITIVE N Siatew Awsbog Asprd CrsiedOn DROAICII 10 HEIN CrestedSy Cyste Aaderos
- e e -
3
e b Tyse Tredit b Captes | oo Cavegery Pzt Categery Dos e ety | st et e [ L | Currncy Tt Troe P | e Tpm Cetrey e Veiten s Tepoim
i Mataw Smtfe  AEATE AR HaTE 1000000 E4 1200 Ut 1 vamAE 1 ! Emmem oy =
S
Tax smgsant oo
Tolal VAL (Gria] 12000 59
rtasta s e ¥ fhaed tat =1
hem e Arcn ke lsngp and ASnchmsiy Deterry acdirnns “ata Ditaraara
T Frocrna 3n o e
sty Pransaied | -
poroaifne
e
Apptime Skt Dolass die beiected dem
2ot
tequarer Wit b L Shihen aten [e— Artgeres i Fittssed Gr Pormarosd By A geet Dt st
™ omoeg e Lorpemen  Compeed Ly ma Moo e 014 w3 aageia e 3 acprrem e
» ooz SR Fiecpsmny Cact Dompaction | AzSvr (Ausgoed Process o Rumy] [ Opem (i Docss M, fpas o 1N o or 5T sopreead vies

 Inthis example of the “Display Shopping Cart” screen, we see that line item 1 has “Awaiting
Approval” in the Item Status column

» Select the DETAILS button and select the Approval Process Overview sub-tab to view the details of
the approval workflow

 In this example, there are two levels of Approvals for the Shopping Cart. The status of one Approval
122 shows the Shopping Cart is Approved while the other Approval shows the status as still being Open.




' pennsylvania

iy
L' DEPARTMENT OF GENERAL SERVICES

Check Shopping Cart Status

i = Regusiues
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LEgpoa Syitem Prodec]
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S Humboer
gty | Cowr
Vigw; [Randard V] = 1| g Babpan Exper V&
T | Seopoig T emter | ‘Stoppeg Can Hame e liamb  Doodigurpbie bem Iember  bem My FHea Cresteg On Oty Ul Pt Wil | Derency.  Totel et Wise -‘l
[ EATTS P Vv T £0 14 C£ 3 Frurgency Sewichar Agpioved  BLEACETEIR)S TE 3000 EA 30,000 ) - 08D JSE 00N I
1 et T Tead B4 4, 4 Emergency Woaohel Sarvciéa | Agprved DMUMD 0noMn W aam s o R 183 I
| Asstznm 4217 Emergency Supples-Soe 114008 1 FUT ALS Wadial Casey Approved  DUBATOVL 111517 SR000 EA  TEA0O00 SO 255,000 03 B
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» Enter applicable search criteria in the POWL

» Review the information in the Item Status column of the POWL

» Displayed in the Item Status column are Shopping Carts with a status of “Follow-on Document
Created”

23 1o Select the number of the desired Shopping Cart to display the Shopping Cart
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» Select the DETAILS button to review the line item details
 To display the follow-on document information, select the Related Documents sub-
tab
. Select one of the hyperlinked document numbers to open and review the information
contained within the document
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Summary

Now that you have successfully completed this course, you are able to:
e Set User Attributes
* Understand the Team Shopping Cart functionality
» Utilize SRM search functions to shop for items
* Locate and View Statewide Contracts

« Create a Shopping Cart, by one of the following means:

» Describe Requirement
« MSCC Catalog
* Punch-Out Catalog

 Make necessary Edits to a Shopping Cart

» Access a Shopping Cart to Delete a line item or the entire Shopping
Cart

125 Check the status of Shopping Carts
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Knowledge Check
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Knowledge Check

1. Team Shopping Carts may be accessed by any
Requisitioner in SRM

a. True

b. False
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Knowledge Check

2. Team Shopping is enabled in which area within the
Requisitioning role?

a. The POWL
b. Maintain User's Own Data
c. Change Attributes

d. Business Partner

128
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Knowledge Check

3. Which of the following catalogs takes you to a
supplier's website to purchase?

a. Free Text (Describe Requirement)

b. Material/Service Contract Catalog (MSCC)
c. Punch-Out Catalog

d. COPA eCatalog

129
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Knowledge Check

4. Can you use a P-Card to purchase from a Free Text
(Describe Requirement) Shopping Cart?

a. Yes

b. No
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SRM 7.0
Requisitioning

Thank you!
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