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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. Loginto SRM via the web address www.myworkplace.state.pa.us
2. Select the SRM tab
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3. Select Requisitioner from the left navigation pane

4. Select Create Shopping Cart from the Services workset
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5. Select the Describe what you need link

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

4 Previous Next b | Order | Close

I» 1 -1
Select Goods/Service
Find: |
Browse: Old Shopping Carts and Templates CIWEBSITE - VIEW ONLY COPA, INTERNAL ECATALOG DGS - 1500
Internal Goods/Services MRO - ARBILL - SAFETY MRO - Grainger, Gen Electric

MRO - Schaedler - Electrical and Syivania MRO - Wesco - Philips

Material'Service Contract Catalog{MSCC) Peripherals & Networking Gear - COW-G
Peripherals & Networking Gear - POMERCY Peripherals & Networking Gear - ePlus
Thermo Figher Scientific UnigueSource Products & Services
VWR LAB SUPPLIES

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

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 alustification in the Internal Note
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.

Product Type: | Material [+
* Diezcription; | I
Internal Mote:
Product Category: | FREIGHT FEE
Guantity ¢ Unit | 1.000| | 7
Met Price J Currency: | .00/ |Us0 (&)
Delivery Date: |1DJ‘28J‘2EI14 7]



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

Search Product Category E EI

Display A3 |Flat List [=]

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

Product Category ID: | |

Description: | |*Hv.AC* |
Logical System: | 7
Resttict Mumber of Yalue List Entries

I Start Search I| Rezet |

iii. Select the gray box
iv. Select the OK button

Search Product Category E m
Display &=: |Flat List [=]
Mate: Placehalder search with * is possible. Search ignores upperlovwercase speling.
Product Category 1D | |
Descrigtion; [*Hvac* |
Logical System: | 7
Restrict Mumier of Yalue List Ertries
Start Search
Item Detail 0 Unsaved data will be lost
Description Category 1D Logical System D
HY &G CONS SY0C 72151200 PC1CLMT110
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e. The Product Category ID number and description populates in the Product Category field

Describe Requirement E m

Product Type:  |Material [=]

* Description: |H‘-.-’.£'-.C AN Unit Maintenance |

Irternal Mote: | Justification: Reguired to maintsin 200 unit ot State
Likatary.
Product Category: | 72151200 7] Hvac cons sve |
Cuartity § Uit | 1.000 | | 71
Met Price § Currency: | .00 |UsD 71
Delivery Date: |1 02202014 7]

f. In the Quantity/Unit field, enter the Quantity
g. Select the match code to search for the Unit

Quartity f Unit: | 12| . ‘l

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

Search: Unit of Measurement

Search Criteria

Personal Walue List  Hide Search Criteria & @

|Commercial |" | |iS | "l | | @ @
[Linit et [=][is [ = | [ #marith ==

haxirmum Mumber of Results:

| Search || Clear Ertries | [ Reset to Defautt
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iii. When the results display, select the gray box

Search: Unit of Measurement E m

Search Criteria Personal Walue List  Hide Search Criteria 42 @
|Commercial |"' | |iS | "'| | | @ @
[Unit et [=] iz || [#marithe | @ =

hdazimum Mumber of Resufts:

| Search || Clear Ertries || Reszet to Defautt |

Results List: 1 results found for Unit of Measurement

Commercial = Unit text

|D hdiCI hdarith

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

Guantity £ Unit; | 12| [ 13|

h. Inthe 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

Met Price / Currency: | 525.[":” =D |ﬁ1[|

Delivery Date: |1 Qe22i2014 lif7]

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

set for your delivery

4 November 2014 M|

Mo Tu We Th Fr Sa Su
d4 |27 28 (28|30 32101 | 2
45 3 4 &5 6 7 8 4
46 10 11 12 132 14 15 16
47 AF 18 19 20 21 22 23
q2 24 25 26 27 28 29 30
453 11 2 3|4 5 86 |7
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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.

g.

"0 a0 o

Description

Product Category

Quantity

Unit

Net Price/Limit (Unit Price)

Per (how many units the price is valid for)
Delivery Date

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

» 1 2 3 -
Select Gopas/Service Shopping Cart (2 items) Complete and Order
ltems in Shopping Cart
| Details |[Jdd ttem |[ Copy |[ Paste |[ Dupiicate ][ Delete | Filter Settings
TS| Line Number | em Type Product ID | Description Product Category | Product Category Description | Quantty | Unit | Net Price / Limit | Currency | Option Type | Per | Order Type | Delivery Date | Notes | Attachments | fem Status | Supplier
1 Material HVAC AIC Unit Maintenance | 72151200 HVAC OONS SVC 12.000 MON 525,00 USD 1 0372812014 1 0 None
-2 Material Emergency Services 72151200 HVAC CONS SVC 5.000 EA 1,100.00 USD 1 joa26r2014 o 0 None
Undefined fem Type 80121800 FANILY LAW SVCS 1.000 0.00 USD 1 021212014 [ 0
Undefined fem Type 80121800 FANILY LAW SVCS 1.000 0.00 USD 1 02122014 o 0
Undefined fem Type 80121800 FANILY LAW SVCS 1.000 0.00 USD 1 021122014 [ 0
Undefined fem Type 20121200 FAMILY LAW SVES 1.000 0.00 USD 1 021212014 o 0
Undefined fem Type 20121300 FAMILY LAW SVES 1.000 0.00 USD 1 0211212014 0 0
Undefined fem Type 80121300 FAMILY LAW SVCS 1.000 0.00 USD 1 0211212014 o 0
Undefined fem Type 80121800 FANILY LAW SVCS 1.000 0.00 USD 1 021212014 o 0
Undefined fem Type 80121800 FANILY LAW SVCS 1.000 0.00 USD 1 02122014 o 0
TotalValse | 1180000 | USD
Tax amount 000 | USD
Total Val. (Grass) | 1180000 | USD
9. Select the Account Assignment sub-tab
10. Select the DETAILS button
[+] Details for item 1 HVAC AIC Unit Maintenance [x]
tem Data Pmn Notes and Attachments Deivery Address Sources of Supply Approval Process Overview
“ou can see who bears the costs and, . you can distribute the cost to several cost centres
Cost Distril Percentage Detaiis J§ Add Line Paste Change All fems Fiter  Settings.
Number | Accounting Line Number Percentage | Account Assignment Categary Assign Humber Account Assignment Description General Ledger Account General Ledger Description Business Area
0001 100.00 Cost Center -

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.
b.

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

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

You can also Change All ltems — 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

Notes and Attachments | Delivery Address | Sourcesof Supply ~  Approval Process Overy

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

Cost Distribution |Percentage || Detais | Add Line || Copy || Paste | | Duplicate | | Delete | | | Spiit Distribution || Change Al tems |
| Number | Accounting Line Number | Percentage | Account Assignment Category | Aszsign Number | Account Assignment Descr|
[ ooot 100.00 Cost Center 157714000
Basc it Fund: | 1007413700 Procurement
o
mrars [ | Commitment kem: | 7
Account Assignment Category: |C|:rst Center V|
I Cost Center: * |15??14E|-EID I
Fund Center | [7| DGS Procurement
Functional Area: | |

Controling Area: |COPA

I General Ledger Account: (6330814 =] jlec‘trical Supplies

Business Area:

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

= @m Ve ) mmrtmewe |

Fitter Settings.
aon | Description
engor Text —£mpty-

| | internaltiote

Justification: Required to maintain A/C unit at State L

| Add Attachment | Edit Description || Versioning . || Delete | Filter Settings.

| Type ‘ Size (KB) ‘ Changed by | Changed on

‘ Category ‘ Description ‘ File Name | Version | Processor | Visible Internally enly ‘ Checked Out
[Z] The table does net contain any data

16. Select Delivery Address to verify the information is correct

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

Name: [EXEC BRANCH Additional Name: |Executive Branch ]

C/0: |BOP FOR PL ]

Phone Number / Extension: |717-787-4719 |

Fax Number/Extension; | 717-783-6241 | |

E-Mail: | |
Buidng | Floor/Room: | | |
Street / House Number: \ Forum Place 555 Walnut Street - Btr| | Postal Code / City: |171D1 |Harr|snurg \
pistrict || PostalCode/POBox: | | |
Country UsA Region: |PA_ |Pennsylvania
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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:

|I| Details for item 1 HVAC AIC Unit Maintenance
ltem Data Account Assignment MNotes and Attachments Delivery Address - Sources of Supply Approval Process Overview

Mo supplier has been assigned; select and assign one of the following sources of supply

No possible sources of supply found in the system

Sources of Supply
Assign Supplie | Compare 3
T5 | Supplier Number Supplier Name Contract tem Contract tem Description Supplier Product Number MNet Price Currency

“ou may suggest a preferred supplier to the purchasing department

IPreferre-d Supplier: I

Contract is Available, only one Contract Supplier is available:

mmfnrmimswiﬂlnmmsuzsumin

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

The ttem Wil Be Ordered from the Following Supplier:

Contract/ kem: 44000028151

Supplier: | 186996 EPLUS TECHNOLOGY INC
Delivery Date: | 02/26/2014

Purchasing Info Record

Location / Plant: |DGS Bureau of Procurems

Contract is Available, must select a Contract Supplier:

e Select gray box; select ASSIGN SUPPLIER button

Details for item 1 245/60R18 Radial Tires

tem Data. Account Assignment Notes and Attachments Delivery Address | Sources of Supply Approval Process Overview

No supplier has been assigned; select and assign one of the follewing sources of supply

‘Sources of Supply

Assign Suppler || |

Filter

Contract tem Description Supplier Product Number | NetPrice | Currency | Per | Untt | In Suppler List | Priority Rank | Priority Description | Interinkage

T | Suppler Number | Suppler Name: Contract tem
[ s MICHELIN NORTH AMERICA INC 4400008516 1 TRES, AUTO, TRUCK, OTR & FARM 20568 USD 1 EA Mo 0 No
|| ieta0z GOODYEAR TIRE & RUBBER COMPANY INC | 4400008515 1 | TRES, AUTO, TRUCK, OTR & FARM 20569 | USD 1 EA |No 0 No
REE TITAN TIRE CORPORATION 4400008517 |1 | TRES, AUTO, TRUCK, OTR & FARM 20569 | USD 1 EA |No 0 No

*You may suggest a preferred supplier to the purchasing department

Preferred Supplier:
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Shopping is just about finished.

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

Shop in 3 steps: Step 2 (Shopping Cart (2 items))
|1 Previous || Mext h| | | I:-':e-'| | | Eluse| Sa'.rel Checkl
I» 1 2 3 -
Select Goods/Service Shopping Cart (2 items) Complete and Order

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.

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

|4 Previous || Mext | | | Order | | | Close || Save || Check |

Shopping cart 11312858 has no errors

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

5

Complete and Order

I 1 2
Select Goods/Service Shopping Cart (2 itemz)
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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

Shop in 3 steps: Step 3 (Complete and Order)
|4 Previous || Mext r| | I Crder || | Close || Save || Check|

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

Name of shopping cart: [7215 HYAC Maintenance |
Mumber: 11512868

Approval Process: Display / Edit Agents
MNote to Approver

10



