Processing a P-Card Requisition

Log into SRM
From the left navigation pane, select Requisitioner

Note: Individuals who do not have the Requisitioner role, and only process P-Card orders will use the P-
Card Requisitioner role.

Select a Punch-out Catalog or Material/Service Contract Catalog (MSCC) to shop. After aquiring your items
and sending them to your SRM shopping cart from the suppliers site, follow the instructions as shown below.

When creating a P-Card shopping cart in SRM, the following procedures below allow a user’s P-Card
information to auto-populate on all line items of the shopping cart.

Reminder: To place a P-Card order in the system, your SRM P-Card record must be maintained in SRM by
your Agency P-Card Coordinator.

1. Select the DETAILS button or the line item number to access the item details

Shop in 3 steps: Step 2 (Shopping Cart (2 items))
[4 Previous |[ Next b | [ order | | [ Close ][ Save |[ Check |
I g z = -
Select Goods/Service Shopping Cart (2 items) Complete and Order
Items in Shopping Cart
l Details 'Add ttem |[ Copy || Paste |[ Dupiicate |[ Delete Fiter Settings.
75| Line Number | tem Type ProductiD | Description Froduct Category | Froduct Category Description | Quantity | Unit | Net Price /Limit | Currency | Option Type Per | OrderType | Deivery Date | Notes | Attachments | hem Status | Suppiier
1 Waterial Plug-n CFL, Dimmable, Lamp Type Triple 39101619 COMPACT FLUORESCENT 5.000 EA 10.29 USD 1 1H8R2013 1 ] W W GRANGER INC(162368)
Waterial Linear Fluorescent Lamp. Lamp Shape T2, 38101605 FLUORESCENT LAWPS 43,000 EA 256/USD 1 11182013 1 2 W W GRAINGER INC{162368)
G Undefined tem Type 78121603 FREIGHT FEE 1.000 0.00/USD 1 11152013 2 2
Undefined tem Type 78121603 FREIGHT FEE 1.000 0.00/USD 1 1152013 ] 2
Undefined ftem Type 78121803 FREIGHT FEE 1.000 0.00/USD 1 1MH52013 [ 2
Undefined ftem Type 78121603 FREIGHT FEE 1.000 0.00/USD 1 152013 [ 2
Undefined ttem Type 78121603 FREIGHT FEE 1.000 0.00/USD 1 1M52013 [ 2
Undefined frem Type 75121803 FREIGHT FEE 1.000 0.00/USD 1 1M52013 [ 0
Undefined ftem Type 78121803 FREIGHT FEE 1.000 0.00/USD 1 1MH52013 [ 2
Undefined tem Type 78121603 FREIGHT FEE 1.000 0.00/USD 1 11152013 2 2
Total Value | 17433 | USD
Tax amount 0.00 | USD
Total Val. (Gross) | 174.33 | USD




2. Inthe Item Data section, select the “Proceed Using P-Card” checkbox.

Emnetﬂsfurilﬂn1 Linear Fluorescent Lamp, Lamp Shape T8,

Item Data } Account Assignment | Motes and Attachments | Delivery Address I Sources of Supply } Approval Process Overview
Identification Currency, Values and Pricing
temn Type: |Material Order Quantity / Unit: 43.000| EA Each
Product ID: Ordered Quantity / Unit: 0.000
Description: | Linear Fluorescent Lamp, Lamp Shape T8, Open Quantity / Unit: 0.000
Product Category: |39101605 FLUORESCENT LAMPS Price / Currency: 2.56/[USD | Price Unit 1
Organization Service and Delivery
Purchasing Group: |L|:|ca| Purchasing Group | Show Members Goods Recipient: |7|333,59 |C‘_rnthia Anderson
Company Code: |COPA COMMONWEALTH OF PA Delivery Date:  |11M6/2013
Further Properties
Supplier Product Number; |GXTS9 I Proceed Using P-CARD?: I

3. Once the, “Proceed Using P-Card” option is selected, the Procurement Card Number field will display.
Choose the P-Card number from the drop-down menu

Procwement Caed: (MG S000O00D00EG5T -

MC 000000000SETS  —

4. Go to Step 3 of the Wizard to name the shopping cart

13 1 2 / 3
Select GoodsiService Shopping Cart (2 tems) Complete and Order

Marme of shopping cart: | 2900 Lamps |
Number: 11512467

Approval Process: Display / Edit Agents
Mote to Approver

5. Select the SAVE button

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

|4 Previous || Mext P| | | Grcer| | | Close




6. Using the Shopping Cart POWL, enter your Shopping Cart number and select the APPLY button to
locate your Shopping Cart. Select the Shopping Cart number to access the Shopping Cart and continue
processing.

Search Q- | NewSesson | Logoff

History Favorites View Welcome: Cynthia Anderson

Employee SeffSeviee | SRM | LSO

SRM
SRI > SR > Requiskioner FullSereen || Options v
My Settings @
Reports Shopping Carts | [l
D ~ Hide Quick i Naintenance
Requisitioner
Shopping Cart Number: = (11512467 @
Peard Requisitioner
Shopping CartName:
-2 mbescrgton: ||
Purchasing Tinefiame;  [LestiDays v
Workioad Redistribution Creation Date: < & To Ld
E——— ssc [ ]
RFxand Aucti i
and Auction
PONumber ||

= Product Category:
Create Documents Logical System (Producty. ||
* Create Shopping Cart Show my TeamCarts: [

smathorber [ ]
* Related Links

Auto-PO Supplrs on €
View [[Standard View] __~]| Shop | Display Edi Dele Creale Confrmaton PrntPreview Refresh Export ¥ &
5, Shopping Cart Number | Snopging Cart Hame fembumber | Configuratie kem Number tem lame sas CeatedOn | Quantty Unt | NetVabe Curency | TotalMetVabe | Cumency | hemStaus ||
| Lusizser 2900 Lamps. 1 Linear Fiorescent Lamp, Lamp Shape T8, saved 11152013 114344 | 48000 EA 1288 USD 17433 USD Saved

D 11512467 3900 Lamps 2 Plug-in CFL, Dimmable, Lamp Type Triple Saved TIHS2013 111345 5000 EA 5145 USD 17433 USD Saved




7. Select the EDIT button and review the Item data sub-tab of each line item

Shop in 3 steps: Step 3 (Complete and Order)
Mext k | | Drder| | | Close || fEd'rt”

8. Inthe Item Overview, select the DETAILS button or the Item number to access the item details

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

4 Previous |[ Next »] | | order | | [ close || save | check
» 1 2 3 4
Select Goods/Service Shopping Cart (2 items) Complete and Order

items in Shopping Cart

m«m ttem ][ Copy || Paste |[ Dupiicate |[ Delete | Filter Settings.

Ty | Line Number | kem Type Product D | Description Product Category | Product Category Description | Quantty | Unit | NetPrice /Limit | Currency | OptionType | Per | Order Type | DeliveryDate Notes  Aftachments | tem Status | Suppler
Material Plug-in CFL. Dimmable, Lamp Type Triple 39101619 COMPACT FLUORESCENT 5.000 EA 10.29 USD 1 111162013 1 I W W GRAINGER INC(162368
Material Linear Fluorescent Lamp, Lamp Shape T8, 39101605 FLUORESCENT LAMPS 48.000 EA 256 USD 1 11/16/2013 1 o W W GRAINGER INC(162368)
Undefined tem Type 78121603 FREIGHT FEE 1.000 0.00 USD 1 1171512013 ] [

Undefined ttem Type 78121603 FREIGHT FEE 1.000 0.00 USD 1 111182013 o o
Undefined ttem Type 78121603 FREIGHT FEE 1.000 0.00 USD 1 11152013 o o
Undefined tem Type 78121603 FREIGHT FEE 1.000 0.00 USD 1 1171512013 ] [
Undefined ttem Type 78121603 FREIGHT FEE 1.000 0.00 USD 1 111182013 o o
Undefined ttem Type 78121603 FREIGHT FEE 1.000 0.00 USD 1 11152013 o o
Undefined tem Type 78121603 FREIGHT FEE 1.000 0.00 USD 1 11152013 2 I
Undefined ttem Type 78121603 FREIGHT FEE 1.000 0.00 USD 1 111182013 o o

Total Value | 17433 | USD
Tax amount 0.00 | USD
Total Val. (Gross) | 174.33 | USD

9. The P-Card information will auto-populate on each line of the shopping cart. Review each line to verify
the information has populated accurately.

J EI Details for item 1 Plug-In CFL, Dimmable, Lamp Type Triple

Item Data | Account Assignment Notes and Attachments Delivery Address Sources of Supply Approval Process Overview Related Documents
Identification Currency, Values and Pricing
Item Type: Material Order Quantity / Unit: 5.000) EA Each
Product 1D: Ordered Quantity / Unit: 0.000
Description: |Plugn CFL, Dimmable, Lamp Type Triple Open Quantity / Unit: 5.000 EA
Product Category: 39101619 COMPACT FLUORESCENT TR (EITETE? ) ey | Pl
‘Organization Service and Delivery
Purchasing Group: ‘Local Purchasing Group w | Show Members Goods Recipient: 616273 [J|Cheryl Moore
Company Code: |COPA COMMONWEALTH OF PA Delivery Date: | 11/21/2013 1]

Further Properties

Supplier Product Number:  1PHAS Praceed Using P-CARD?: [¥]
Procurement Card: [MC X00000009639 [+

10. After reviewing each line item, continue with the shopping card process, complete additional shopping
cart information as necessary, (for example: cost assignment, notes and attachments, delivery address,
sources of supply); select the ORDER button to order the shopping cart




