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Utilizing Team Shopping Cart Functionality
To use the Team Shopping Cart functionality:

The Requisitioner must establish substitutes in My Settings - Change Attributes - User
Account tab

1. Select My Settings
a. Left navigation pane under — Services
2. Select Change Attributes

SRM

My Settings

Reports

Display SRM Documents

Requisitioner

Peard Requisitioner
Receiver

Purchasing

Workload Redistribution
Business Partner

RFx and Auction

« Services

Maintain Users Own Data
Change Attributes

SRM Help

3. Select the User Account tab

Display Document:
|

Employee ID 317922 Name Ws. Angela Eshleman

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

First Name: | Angela Last Name: |Eshleman

Position !I UserAcouuntI

Organizational Assignment Department Address Details
Department: | GSPR2530 00152530; G5 Bus Prcs Cnsitng Div Building:
Position: | 0ag40 50266527; Admv Ofr 2 Floor! Room Number:
Functional Assignment Inhouse Mail:

Department Head Of:
s Communication Type:

Purchasing Group: |DGS Central 50000080 ; DGS Central Purchasing Group Phone Number! Extension:
Department Address
Street/ House Number: |515 North Office B

Fax Number / Extension:

. E-Mail: | POD068292@PA.LCL
Postal Code/ City: | 17125 | Harrisburg

Country: |US

Attributes for Position Admv Ofr 2

Attribute: | -
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4. Select the EDIT button to proceed with the assignment
a. Your “Procurement Substitutes” will be the individual(s) processing Shopping
Carts on your behalf

Display Document:

Employee ID 715643 Name Angela Ezshleman

¥ Personal Data
Form of Address: Academic Title:
First Name: |Angela Last Name: |Eshleman
Position User Account

Standard Settings
User ID: (PODDGE292

E-Mail: |aeshlemani@pa.gov
Time Zone: EST Eastern Time (Mew York)
Language: |English
Date Format. | MM/DDMNY Y
Decimal Motation: |1 234 567 89

My Procurement Substitutes for Team Purchasing
Add Line Remove Seftings
Name of Substiute Start Substitution On End Substitution On

Persons | Represent As Substitute
Setftings
Substitute For Start Substitution On End Substitution On
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5. Use the search function to locate your “Procurement Substitute’s” name

¥ Personal Data
Form of Address: Academic Title:
First Name: Angela Last Mame: Eshleman
Position Uszer Account

Standard Settings
User ID: |POOO0SS252
E-Mail. |aeshlemani@pa.gov
Time Zone: |(EST Eastern Time (New “vork)
Language: |English
Date Format: | MM/DDN Y YY
Decimal Motation: |1 234 557 89

My Procurement Substitutes for Team Purchasing

Add Line Remove Settings
MName of Substitute Start Substitution On End Substitution On

Perzons | Reprezent Az Substitute
Settings
Substitute For Start Substitution On End Substitution On

6. You have the option of searching for the “Procurement Substitute’s name by entering
P00 (employee number) beside the “User” field

I — T
Search: Name of Substitute E IZI

Search Criteria Hide Search Crieria @

[User = [ole)
|Lastname |V|| |@®
|Fir5tname |V|| |@@

Search ﬂ Clear Entries. || Resetto Default \

Results List: 1 results found for Name of Substitute

User Firzt name Last name E-Mail Address User group Walid from “alid through
PO00SE292 Angela Eshleman AESHLEMAN@PA.GOV 15DGS 02/01/2003 12/31/9999
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7. Another method is to search by entering their Last and First name. Select the SEARCH
button and the results will display.

Search Criteria

[User [~] @
Last name [=Estemman oo J®e
‘Firs‘t name |v |!An§ela ' @ @
| Clear Entries || Reset to Default |

Results List: 1 results found for Hame of Substitute

Hidle Search Criteria @

User Firzt natme Last natme E-Mail Address User group “alicd from “alid through
POOOGS292 Angela Eshleman AESHLEMARZRPA, GO 180EE 02/01/2003 120318993

8. After locating the individual’s name, select the gray box and/or POO (employee number)

Search Criteria Hide Search Criteria @

[User =] @@
[Last name [+ [Eshleman |® =
|First name |v | |Ange|a | @ @

[ Search | [ Clear Ertries | [ Resetto Defaut |

Results List: 1 results found for Hame of Substitute

Uszer First name Last name E-Mail Address Uszer grougp “alic from Walid through
POO0ES292 Angels Eshleman AESHLEMARNERPA GOV 15DGE 02/01/2003 121318999

9. The P00 (employee number) populates the Name of Substitute within “My Procurement
Substitutes for Team Purchasing” area

10. Complete the Start Substitute On and End Substitute On date fields by selecting the
calendar match code

w Personal Data
Form of Address: |Ms. Academic Title:
First Mame: | Angela Last Mame: |Eshleman

Positon .~ User Account

Standard Settings
User ID: |POO0GB252

E-Mail: |POODGE292@pa.lcl
Time Zone:
Language:
Date Format: |MM/DODMA Y Y
Decimal Notation: |1 234 557 89

My Procurement Substitutes for Team Purchasing

Add Ling Settings
Name of Substitute Start Substitution On End Substitution On
|| Poosasasn [ i

Persons | Represent As Substitute
Settings
Substitute For Start Substitution On End Substitution On
m The table does not contain any data
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11. If additional “Procurement Substitutes” are required, select the ADD LINE button and
repeat the previous steps
12. Select the SAVE button to save the updates

Edit Document:
e | |

Employee ID 317922 Hame MWs. Angela Eshleman

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

Position .~ User Account

Standard Settings
User ID: |POO0EB292

E-Mail. |PO00SEZ92@pa.lcl

Time Zone:
Language:
Date Format: |MM/DDNY Y Y Y
Decimal Notation: |1 234 557 39

My Procurement Substitutes for Team Purchasing

Add Ling Settings
Name of Substitute Start Substitution On End Substitution On
|| Ponassazo 07/01/2013 07152013

Persons | Represent As Substitute
Settings
Substitute For Start Substitution On End Substitution On
E‘ The table does not contain any data

13. Within the Shopping Cart, the Team Shopping Cart box must be checked on Step 3 of
the wizard prior to 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)

[« Previous || vext # | | [Order | | [ Close |[ Save |[ Check |[ System info || Create Memory Snapshot |
I» 1 2 3 =
Select Goods/Service Shopping Cart (1 tem}) Complete and Order

In this step, you can order your shopping cart, or you can save it and order it at a later date. Y'ou can add further items to your

Name of shopping cart: |DR Test |
MNumber: 10017875
Team Shopping Cart: WMake available to my purchasing substitutes.

Approval Process: @'sglay / Edit Agents

Note to Approver
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14. 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
w General Data

715759 Nicole Kennedy

Buy on Behalf of:

Name of shopping cart: |Cupied Shopping Cart |

Team Shopping Cart: Make available to my purchasing substitutes
Approval Process: [ v | Fdit &Anents

Additional Functionality:

* Shopping Carts must be in a Saved status to use the Team Shopping Cart functionality

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

* To switch back and forth between users when editing a cart, the users must be set up as
a substitute for each other

* Team Shopping Cart functionality includes:

— Find and Edit/Save carts — This functionality keeps the cart with the original
Requisitioner (Business Partner and workflow), and is done in the Team
Shopping Cart POWL

— Take Over - This functionality allows carts to be ordered by another user (in the
event of leave/retirement...)

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

Search Result
D Delete | Create Follow-On Document Update Shopping Cart Back-End Data  Update Messages Team Ca

Created On Status
03/31/2014 Saved

Object Number Total Value | Currency Messages

b 10018282

Created By
PO0S04742

Name of Shopping Cart
Team SC Test

Fitter

a Message Counter [ Team Cart
1,000.00 USD 0




Rev. 2/3/2015

Accessing Team Shopping Carts:

1. A Requisitioner’s Team Shopping Cart will not display in the owner’s Shopping Cart
POWL until the box is selected for Show My Team Carts in the Quick Criteria Search

pennsylvania Tz'

4 Back Forward ¥

History Favorites View

Employee Self Service SRM GRC

SRM
SRM = SRM = Reqguisitioner

My Settings

Reports Shopping Carts | TeamCarts |

Display SRM Documents [= Fikde Guick Crieria

e |

Shopping Cart Number: <@ l:l

Requisitioner

Receiver
Shopping Cart Name: |
LT ttem Description: |
Workload Redistribution Timeframe: Last 7 Days -
Business Partner Creation Date: <
- Status: |
Role: [ i
~ Services
PO Number: L]
Create Documents Product Category:
* Create Shopping Cart Logical System (Product): l:l
Show my Team Carts:
¥ Related Links Smart Number: H:&
Auto-PO Suppliers on C... Apply
| Vigw: |[Standard View] ~|| Shop | Display Edit Delete
U] | Shopping Cart Number I Shopping Cart Name
| | 10013083 Cart test for Team 5C

2. For a substitute to display a Team Shopping Cart, the Team Shopping Cart POWL must
be used

pennsylvania Tz'

4 Back Forward v History Favorites View

Employee Self Service SRM GRC

SRM
SRM = SRM = Requisitioner

My Settings

Reports Shopping Carts / Team Carts l

e
SELTEINTTE | View: |[Standard View] || Shop Display | Take )

LEFEITET Un| | Shopping Cart Number I Shopping Cart Name
Purchasing | | 10018262 Team SC Test

Display SRM Documents [+ Show Quick Criteria

3. Team Shopping Cart functionality includes “Take Over”
a. Take Over allows a substitute to order a cart created by a different user
b. To use Take Over, highlight the cart in the Team Cart POWL
i. Select the TAKE OVER button
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Shopping Carts Tm(:arml

[» Show Quick Criteria Maintenance |

10018262

View: |* [Standard View] ~|| Shop Display | |Take Over| Creg)
5y | Shopping Cart Number = Shopping Cart Name ltem Num Corf
Team SC Test 1

C.

Carts

Take Over functionality can also be performed by selecting the TAKE OVER
button after opening a cart from Display SRM Documents —Search Shopping

Display Shopping Cart

[ Print Preview | | [ Close |[ Take Over |[ Refresh |[ Copy |

Number 10018262
w General Data

Buy on Behalf of:
Name of shopping cart:

Team Shopping Cart:
Approval Process:

w ltem Overview

Add ftem
M5 | Line Mumber

=1

Document Name Team SC Test

Status Saved

Document Changes:

315569 Jeffery Wright

Team SC Test

Wake available to my purchasing substitutes
Display / Edit Agents

Display

Paste || Duplicate || Delete | Process All kem

Description

test

tem Type Product I

Material

Product C
51102724

d. 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. Either
the original requisitioner or substitute can change the cart while in workflow.

field

While a cart that has been taken over maintains the original requisitioner as the
cart creator, the requisitioner ordering the cart is listed in the Buy on Behalf of

Display Shopping Cart

| 4 Edit | | | Print Prewview | | | Close || Refresh || Copy |

Number 11623685

w General Data

Document Name Team Cart — ordered/changed again

IBuy on Behalf of:

714583 Walerie Smith I

Mame of shopping cart:
Team Shopping Cart:

Team Cart — erdered/changed again
Make available to my purchasing substitutes

Status Approved

Approval Mote

Created On  03/19/2014 08:20:21 | created By connie Barbes |

f.

Approval Process:

Display ! Edit Agents

Once a substitute takes over and orders a cart, the cart will display in the
substitute’s Team Cart POWL, as well as the Shopping Cart POWL (after checking

“Show My Team Carts”)



