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Creating a Describe Requirement Shopping Cart 

Use this procedure when you want to create a Shopping Cart and are not able to utilize any of the existing 

contract catalogs. 

1. Log into SRM via the web address www.myworkplace.state.pa.us 

2. Select the SRM tab 

 

3. Select Requisitioner from the left navigation pane 

4. Select Create Shopping Cart from the Services workset 

 

  

http://www.myworkplace.state.pa.us/
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5. Select the Describe what you need link 

 

6. The Describe Requirement dialog box will display 

a. Allow the default “Product Type” to remain at “Material”.  Do not change the product type 

field to “Service”.  The system will identify if a material or service is being ordered based on the 

Product Category.  

b. Enter the description of the material or service in the Description field 

c. Enter a Justification in the Internal Note 

d. Select the match code icon in the Product Category to search for the proper Product Category.  

You may also use the following website to see additional detail on the description of the 

product category name www.unspsc.org. 

 

   

   

http://www.unspsc.org/
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i. The Search Product Category dialog box will display.  Enter the applicable search criteria 

in the Description field.  For example:  *HVAC* 

ii. Select the START SEARCH button 

 

iii. Select the gray box 

iv. Select the OK button 
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e. The Product Category ID number and description populates in the Product Category field 

 

f. In the Quantity/Unit field, enter the Quantity 

g. Select the match code to search for the Unit 

 

i. When the All Values: Unit of Measurement dialog box displays, in the Unit text field, 

enter the unit of measure as shown in the example 

ii. Select the SEARCH button 
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iii. When the results display, select the gray box 

 

iv. Upon selection of the gray box, the unit of measure populates the Unit field 

 

h. In the Net Price/Currency field, enter the Unit Price of the material or service.  The USD defaults 

to the Currency field and should not be changed. 

i. Select the Calendar icon in the Delivery Date field 

 

j. This will display a calendar that will allow you to select the Month/Year and Date you want to 

set for your delivery 
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This will take you to Step 2 of the Shopping Cart Process. 

7. Enter additional line items by entering the following information (as shown in the example below): 

a. Description 

b. Product Category 

c. Quantity 

d. Unit  

e. Net Price/Limit (Unit Price) 

f. Per (how many units the price is valid for) 

g. Delivery Date 

8. Select the DETAILS button to access additional information on the line item 

 

9. Select the Account Assignment sub-tab 

10. Select the DETAILS button 

 

11. Enter your Account Assignment information.  You only need to enter minimal information as the other 

information will default based off the information entered.  For State Funds, enter your Cost Center, 

Fund, and General Ledger.  For Federal Funds, enter the same as above plus the Grant Internal Order. 

a. You can split your Account Assignment by Percentage, Quantity, or Value 

b. You can Add lines to the Account Assignment, Copy, Paste, Duplicate (doesn’t require pasting), 

or Delete 

c. You can also Change All Items – this works when all line items have the exact same Account 

Assignment.  You can enter the first line item’s Account Assignment, select COPY, then select 

the CHANGE ALL ITEMS button and it will put the Account Assignment on all line items. 
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12. Navigate through the line items with the navigation arrows 

 

13. Select the Notes and Attachments sub-tab 

14. Select the Vendor Text link to add text pertinent to the material/service such as description, quote 

#/date, validity period, information to the supplier, contact information 

15. Select the Internal Note link to add text for COPA employees such as Justification 

 

16. Select Delivery Address to verify the information is correct 
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17. Select the Sources of Supply to select a source of supply if one is available.  If none is available, a 

preferred supplier may be entered.  See the three examples below. 

No Contract Available may enter a Preferred Supplier: 

 

Contract is Available, only one Contract Supplier is available: 

 

Contract is Available, must select a Contract Supplier: 

 Select gray box; select ASSIGN SUPPLIER button 
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Shopping is just about finished. 

18. Select the CHECK button to verify that the Shopping Cart has no errors 

 

19. Should receive a message that states Shopping Cart has no errors.  If you receive a message that states 

you have errors, you must resolve them before you can order the Shopping Cart. 

 

20. Select Step 3, Complete and Order, to finish the Shopping Cart process 
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21. Name and Order your Shopping Cart 

a. Name your Shopping Cart by the DGS Naming Convention 

i. 40 – Character Limit – includes letters, punctuation, and spaces 

ii. The name must include 

1. 4 – digit UNSPSC code (Product Category) 

2. Space or Dash 

3. Noun that describes the item (no abbreviations) 

iii. Example: 7215 HVAC Maintenance 

b. Select the ORDER button 

 


