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Create a Describe Requirement (Free Text) Shopping Cart

Use this procedure to create a Describe Requirement (Free Text) Shopping Cart. A Describe Requirement
Shopping Cart is created when the material or service needed may or may not exist on a statewide contract
but is unavailable through a Catalog in the Supplier Relationship Management (SRM) system.

Requisitioners must verify if the purchasing request received contains all the pertinent information needed to
create the cart. The information includes, but is not limited to, the following:

e Requestor (agency/bureau/program area)

e Purchase Type (materials or services)

e Justification (why it is needed)

e Quantity Total (unit of measurement or hours)

e Total Cost (purchase grand total)

e Requested Delivery Date (when materials or services are needed by)

e Delivery Information (physical address location)
Most importantly, verify the following:
e A quote has been obtained from the Supplier.
e The method of payment that will be used (P-Card or Account/Funding information)
e The material or service is not available in any one of the following resources:
State Surplus Property Program
Agency or DGS Warehouse
Unique Source Contract
Statewide Contract or Catalog

o O O O

Disclaimer: All screenshots used in this procedure are for example purposes only.

To Access SRM:

1. Select the Microsoft Window and scroll down to select
Microsoft Edge.

a. Inthe web address field, type
https://www.myworkplace.pa.gov and select the enter

icrosoft Office Tools = ! button.

£ Search Windows
EJ =l Home x =F / - = X

& G & nhttpsy//www.myworkplace.pa.gov/fip#She.. 5 1= g

O | s Home x |+

< G () https://www.myworkplace.pagov/flp#Shell-home 98 1= g

SAP  Home~ 4 2. On the SAP Home

COPAHome  Time Payroll ~ Benefits  Personal Travel  ESS Authentication LSO
Y screen, select the

SRM link.

3. Select the SRM
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D ‘ @ Device check x ‘ w| Home X | m Home x  + - 0 X

@] ) https/services.myworkplace.pa.gov/if/portal/fiori#Shell-home

SAP Home s A8

LSO Home Courses Parficipation  Comespondence Catalog Course Reporis  Parficipation Reporis Res >

Advanced Search Booking, Display Course Worklist of Courses

Prebooking, and Catalog 4. On top right of the Home screen,
Waitlist Monit .

Ao select the right arrow to scroll to
the end:

a. Select the SRM — Requisitioner
link.

SAP Home

< SRM - Requisitioner = SRM - Purchase Card Requisitioner  SRM - Purchasing

Create Shopping Auto-PQ Suppliers
Cart on Contract

5. Select the Create Shopping Cart tile.

—~ —~ |
} [ 2) (3) |
\_/ S

Select Goods/Service Shopping Cart (empty) Complete and Order

The Shop in 3 Steps

Wizard will screen Find: | ' [6o]

displays.

Browse: Old Shopping Carts and Templates  Cl WEBSITE - VIEW ONLY COPA INTERNAL ECATALOG DGS - 1500

6' F rom lStep 1 SeIeCt Internal Goods/Services HP Inc. - IT Hardware Lease HP Inc. - IT Hardware Purchase
GOOdS/ Service’ IT Peripherals/Tablets/Apple Devices - CDW-G Material/Service Contract Catalog(MSCC)
screen, select the Free \ PA Compute Services — Unisys UniqueSource Products & Services
Text: Describe what

VWR LAB SUPPLIES
‘

you need link. ‘Fm Text: Describe what you need If you cannot find it above ||
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The Describe Requirement input

screen displays:

7. Complete the
following fields:

a. Typein the
description of
the material
or service
needed (e.g.,
Sign
Language
Interpreter).

b. Type in the
Justification
for the
purchase in
the Internal
Note field,

For Example:
e Whoiis it for?

—

% Do not change the Product Type! The SRM system

will recognize if you are ordering a material or

service based on the Product Category Code that is

entered.

number that begins with:

o 1through 6 is a material

o 7 through9is a servi

ce

Describe Requirement

For example, in SRM system any product category

Product Type: | Material

| b * Description: |

I{ Internal MNote:
1

-

T e
1 [ [lOFFICE SUPPLIES

/:'roduci Category: ‘44120000
Quantity / Unit: ‘

=
Lo

@)

Met Price / Currency: ‘

0.00 || USD

=)

Delivery Date: | 01/21/2022

e Why is it needed?
e \What ramifications is

suffered if not
purchased.

OK

Cancel

NOTE: The default
product category
number must be
changed.

. Enter the Product

Category number
if known or select
the match code
icon to search.

(See NOTE below for
Search Instructions)

¥ NOTE: The correct Product Category code must be added for all lineitems. Requisitioners can visit the
UNSPSC (United Nations Standard Product and Services Code) website at: www.unspsc.org to
search for the correct code. ****QOnce you obtain the Product Category ID number, return to
shopping cart to enter the Product ID number in the Product Category field of the shopping cart
input screen. ****
Also, requisitioners can use the search feature in the Product Category field to find the correct

code.
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Product Category: | 44120000

8. To search for a Product
Category number,

[@G“F}SE SWRDLIES

Quantity {/ Unit: ‘

T

Met Price / Currency: ‘

0.00||USD 2

Delivery Date: | 01/21/2022

Personal Value List

Restrict Number of Value List Entries

Search Product Category

Display As: | Flat List

Logical System: |

4

a4 ‘

Mote: Placeholder search with * is possible. Search ignores upper/lowercase spelling.

Product Category ID: | ‘

Description: |Interpreter"

o]

a. Select the match code
icon.

b. In the Description field,

_~  type a description (e.g.,
Interpreter).

_—— . Increase the number of

value list entries to get

wider search.

d. Select the START SEARCH

!Stan Search: l&wﬁlr

M

The searched results
display:

e. Select the radio icon
next to the Description.

f. Select the OK button. .

1

button.
Search Product Category %
Personal Value List
v|

Display As: | Flat List

Mote: Placeholder search with * is possible. Search ignores upper/lowercase spelling.

Product Category 1D: |

Description: | Interpreter* |

Logical System: |

|

Restrict Number of Value List Entries

| Reset|

Search Result

Description Category ID

() INTERPRETERS 90121702

500

Logical System
PC1CLNT110
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Describe Requirement

X

Product Type: | Material

* Description: | Sign Language Interpreter

Internal Note: | Justification

g T

he Product Category

L~ number and description

fm——————— P ———— .
| Product Category: | 90121702 o INTERPRETERs: populates in Product

Select: Unit for Order Quantity

Hide Advanced Search  Result <= 500 items

7 oX

Commercial: ‘ |E'| Unit text:

Items (0)
Commercial Unit text

(i) Use Search to Get a Result

tat”

s-(_m:ar;“_y Tu?grlmmmwm-laa\ Category field.
Net Price / Currency: | 0.00 || usD L‘?‘
Delivery Date: | 01/21/2022 =]
Describe Requirement A X
Product Type: ‘Maherial v|
* Description: ‘ Sign Language Interpreter ‘
Internal Note: |Justification
9. Enter the Quantity / Unit of
7 measure (e.g., 25 / each,
Product Category: | 90121702 % INT, ERS hour, etc.).
Quantty runit | 25000] o\ D f:iﬁﬂfé’,rstgic‘i?hte
Net Price / Currency: ‘ o.mHUSD LD‘ match code icon to use
Delivery Date: |01/21/2022 =] ;zaetﬁfe"a"ced Search

b. Select the match code
icon next to the Unit Text
field.
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c. Next, select the downward arrow to choose
any one of the condition options you want to
search by (e.g., contains).

Vi
Define Conditions: Lytext 7soxX
Unit text contains hour ﬂ |@

is empty
is not
is not empty
¢ contains 1
is between
is greater than

is less than

is greater than or equal to

is less than or equal to
/1@

v Selected ltems (1)

*hour* &

OK ' Cancel

Select: Unit for Order Quantity 7sox

o=
Hide Advanced Search  Result <= 500 itemsl@
-

@‘ Unit text: | *hour* @ El‘

Commercial:

Items (0)
Commercial Unit text

() Use Search to Get a Result

Cancel

~ d. Type the unit of measure you
want to search for (e.g., hour).

e. Select the OK button.

/

Notice, how the searched unit of
measure text (hour) populates
in the Unit Text field with an
asterisk * before and after.

f. Select the GO button.

Select: Unit for Order Quantity A X

The searched results

Hide Advanced Search  Result <= 500 items

|j,:" Unit text: | *hour* ® |’_'?|

display:
Commercial:
g. Select the radio icon items (1)
next to the unit of \ Commercial = | Unittext

measure abbreviation. ™o Hour
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Describe Requirement

X

Product Type: ‘ Material

* Description: ‘ Sign Language Interpreter

Internal Note: | Justification

h. The unit of measure
”  abbreviation (e.g., H for Hour)
populates in the unit of

Product Category: | 90121702 (3| INTERPRETER measure field
Quantity / Unit: | 25.000/ H 2
Met Price / Currency: ‘ D,OUHUSD L‘?‘
Delivery Date: | 02/01/2022 =]
C
Describe Requirement A X
Product Type: ‘ Material v|
* Description: || |
Internal Note:
10. Enter the Net Price / Currency:
Product Category: | 44120000 (7| OFFICE SUPPLIES / (e.g., 70.00 / USD for US dollars).
P i O .
Quantity /Unit: | 1000) O X 11. Enter the delivery date or select
Net Price / Currencyq usD = the delivery date using the
e e et | Bt :
. Calendar icon.
Delivery Date: |01/21/2022 ‘_E <

12. Select the OK button.
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13. The item(s) will

Save Check
transfer from the
Describe SR RN
escri . . .
R . ti ¢! @ 4 o (\ @ | ¥ The shopping cart shows line-item
equirement Inpu . . .
q . _L Select Goods/Service (\ShoppingCan 1 item)’l Complete and Order deta/ls transfer n from the Descrlbe
screen into Step 2 Seoo=? Requirement input screen based on the
of the Shopping RSP product category entered.
Cart Wizard: :
a. Verify and ) Line Number Item Type Item Process type ProductID Description Product Category Product Category Description Quantity Unit  Net Price / Limit (
addreSS any 1 Material Sign Language Interpreter 90121702 INTERPRETERS 25.000 H 70.00 |

error/ warnin
/ & ® NOTE: Error and Warning messages displays on
messages. N\,

the bottom left side of the Shopping Cart screen.

-
I ® Fund must be entered for non-asset account ass...

Errors that display with a red exclamation ‘®
sign will not allow you to proceed until
corrections are made. Warnings that display

® Line 1: No G/L account was entered; enter a GIL ...

I &) Line 1: Error in account assignment for item 1

with a yellow exclamation yield & sign will
allow you to proceed but must be reviewed for
corrections.

I &) Line 1: Enter a value in the mandatory field Cost...

R e e

._@ Mo source of supply found for item

Items in Shopping Cart

T Line Number ltem Type Item Process type ProductID Description Product Category Product Category L

1 Material Sign Language Interpreter 90121702 INTERPRETERS

¢ The shopping cart
displays the total
number and line-item =—_IR® 1@ 1 & x
number that contains
the Error or Warning T~
messages.

® Fund must be entered for non-asset account ass...
kLine 1: No G/L account was entered; entera G/L ...
® Line 1: Error in account assignment for item 1

() Line 1: Enter a value in the mandatory field Cost...

I (%) No source of supply found for item _

® Requisitioners must review the Error or Warning messages and correct
according to the messages for each line item (e.g., see line 1).

@ ' Line 1: No G/L account was entered; enter a GL... - this means that line
item 1 of the cart does not contain a General Ledger (G/L) number.

A General Ledger (G/L) is a financial account code used to identify
material or service ordered, e.g., Sign Language Interpreter, G/L # is
6343117.
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IMPORTANT: Requisitioners are required to verify that the material or service transferred from the
Describe Requirement input screen is correct (e.g., material or description, product category code,
quantity, unit of measure, price, and delivery date).

Read Only Save Check @~

Accessing and
completing line-item — @ (2] () —

Sl Select Goods/Service Shopping Cart (1 item) Complete and Order
details:

14. Place a checkmark Items in Shopping Cart

|n the bOX next to Paste Process All ltems v

the Ilne_ltem %1 Line Number ltem Type Item Process type ProductID  Description Product Category Product Category Description Quantity Unit  Net Price / Limit Currency Option

number and select
the Details button
to view details.

1 Material Sign Language Interpreter 90121702 INTERPRETERS 25.000 H 70.00 USD

[{l ¥ Details for item 1 Sign Language Interpreter

I—————————————————————————————————————————————1
Item Data Account Assignment Notes and Attachments Delivery Address Sources of Supply Approval Process Overview Related Documents 1
B

15. Or select the Line- dentification Currancy, Valuss and Pricing

Item Number- Item Type: Order Quantity / Unit: ‘ 25.000HH |’E'| Hour

a. Details for the Product ID: | @ Ordered Quantity / Unit: |:|

* Description: |Sig'| Language Interpreter | Open Quantity / Unit: El

d . I . h Catalog: | | Price / Currency: Price Unit
isplays in the ProdctCaegory: [O1ZI02 (| NTERPRETERS sovin st Dy

bottom portion § .., part ot [0 [oom ocs

line-item

Of th € screen. Purchasing Group: |DGS Central Purchase Purchasing Group v ‘ Show Members Storage Location: l:l
There are 6 sub- Company Code: COMMONWEALTH OF PA Goods Recipient: rgen Calon
tabs d|sp|ayed Further Proparties Delivery Date: 02042022 £
HPSE Supplier Product Number:
b. Requisitioners | | proceed Using P-CARD?: [

must select each

that the line-
item details are
accurate.

c. Complete only fields
shaded in white (e.g.,
delivery date, account
assignment, notes, and
attachments, etc.).
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16. Requisitioner must

verify and/or [ [ Details foritem 1 Sign Language Interpreter

complete the /ilun-ﬂam _I Account Assignment  Notes and Attachments ~ DeliveryAddress  Sources of Supply ~ Approval Process Overview  Related Documents C. cu rrency’ Values

beIOW key areas o Identification Currency, Values and Pricing and PriCing:

the Item Data tab. e ettt g g v’ Verify or correct

a. Identification K R the Order
erify): vl e | oyt | Quantity / Unit.

‘/ Description Catalog: Price [ Currency: Price UnilEI

Category

Organization
b. Organization PurchesingGroup: | DGS Cental Puchese Purchasig Groop | Show Memers
(verify): Compeny Code: COMMONWEALTH OF PA
v’ Purchasing Furthr Poparties
Group Supplier ProcuctNuber | \

NOTE: Do not change or
complete the
Product ID,
PGroup, Co. Code,
Supplier Product #
and Storage
Location fields.

Accessing and completing the Account Assignment tab:

Service and Delivery

| o o [ 505 ]
Goods Recipient; | 720859 [5Virgen Colon
Delivery Date: | 02/04/2022 g

Proceed Using P-CARD?:[]

d. Service and
Delivery:

v’ Verify Plant/
Location is
accurate.

e. Select the
Calendar icon to

choose a
Delivery Date.

The Account Assignment consists of the Agency’s Account Coding that will be used as the form of payment. It
identifies the financial resource the funds are coming from (e.g., Cost Center, Grant Internal Order) to pay for
the procurement. Requisitioners can obtain the Account Assignment information from their Agencies Financial

Office.

Details for item 1 Sign Language Interpreter

Item Data I Account Assignment} *tea and Attachments Delivery Address Sources of Supply

Approval Process Overview

Related Documents.

17. Select the Account

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

e
R

I.'Jetalts ‘Add Line”@”@”Duplicate”Detete| |Split DiﬂlihutionHChangeALl ltems

Cost Distribution
| Ryt

Number  Accounting Line Number
(® 0001

Details for Item 0001 : Cost Center

Basic Data

Percentage Account Assignment Category

100.00 Cost Center

Fund: | 1007400700 I
Budget Period: |2021 [

ey

* Percentage: |100.00

Account Assignment Category: | Cost Center

* Cost Center: | 1577101000 D
Cost Distribution « |l
] Number Ag; Percentage I
Functional Area: I
® 0001 | By Quantity 1
Controlling Area: | COPA I Details for Ite By Value :
General Ledger Account: | 6343117 @ e

Assign Number

Assignment tab to enter the
payment details. (The
account assignment must
be entered for all line-
items).

Requisitioners can split the
Account Assignment (Cost
Distribution) by the
following:

* Percentage
* Quantity
* Value

10
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L

There are action buttons within the Account Assignment tab to simplify entry for each line item.

Details foritem 1 Sign Language Interpreter

ltemData  Account Assignment  Notes and Attachments Delivery Address Sources of Supply ~ Approval Process Overview  Related Documents

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

Cost Distribution | Percentage \;‘ Details |Add Line”@”Peste”Duplicate”Delete‘ |Split DislributionHChangeAl.l ltems :

Number  Accounting Line Number Percentage Account Assignment Category Assign Number
/ 100.00 Cost Center

(® 0001

[4

e Details — will display the detailed information of the account assignment.
e Add Line —creates a new line to enter additional account codes.

e Copy — will add data to your SRM Clipboard (i.e., if you frequently use the same account
assignment such as the Cost Center and Fund not the general ledger)

e Paste —is used to auto-populate the same data from the clipboard into other selected
line items.

¢ Duplicate — creates a second line item identical to the first or previous line item.
e Delete —is used to delete a line item.
e Split Distribution — adds lines to split the type of account coding to use.

e Change All Items — applies the account assignment to all line items once the first has
been set. (NOTE: This button acts like copy/paste and can be used if the Account
Assignment information is identical for all line items).

11
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“ Split Distribution — is used to distribute across multiple account codes (e.g., State/Federal). The
Split Distribution button gives the option to select the Type of Account Assignment Category.

[{ "] Details for item 1 Sign Language Interpreter

Item Data Account Assignment Notes and Attachments Delivery Address Sources of Supply Approval Process Overview Related Documents

You can see who bears the costs and, if necessary, you can distribute the cost to several cost centres
- ——

1
Cost Distribution ‘Percenlage \/| Details [Add LinellDuplicate”Delele] llSplil Dishibuﬁon”thangeAll ltems
——— - o

Account Assignment Category Assign Number

Number  Accounting Line Number Percentage

(® 0001 100.00 Cost Center

Details for ltem 0001 : Cost Center

Basic Data Fund: | |'_E,'|
* Percentage: Budget Period:

Account Assignment Category: |Ccst Center Commitment Item: | LE,'|

* Cost Center: | Mixed Account - Single Line

Fund Center: ~ Asset

Functional Area; | Cost Center

Valuated Inventory Replenshmnt
Controlling Area:
Mixed Account - Multi Line
General Ledger Account:
Order
Business Area:
WBS element

Grant Internal Order

Mixed Account Single Line  No cost distribution between Cost Centers, Funds
or General Ledgers (G/Ls), but there is a need for
additional cost elements (Order or WBS element)

Asset Fixed assets (materials) over $25,000
Cost Center State Funds

Mixed Account Multi Line  Cost distribution by quantity or percentage using
multiple Cost Centers, Funds & G/Ls

Order Non-Grant Internal Orders that are used to
collect and monitor the actual costs of specific
operations and tasks performed. Same as a
Grant Internal Order, only it’s for the agency use.

WBS Element Work Breakdown Structure -Model of the work
to be performed during a project. A WBS
combines WBS elements into a hierarchical
organization.

Grant Internal Order Internal Orders tied to Federal or State Grants
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Completing the Account Assignment tab:

After selecting the Cost
Distribution:

18. Complete the
applicable coding
information depending
on the Account
Assignment Category
(e.g., Cost Center, Fund,
General Ledger
Account, and Budget
Period) and select the
return key on the

[{1[¥] Details for item 1 Sign Language Interpreter

ltemData I Account Assignmentl

MNotes and Attachments Delivery Address Sources of Supply Approval Process Overview

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

—— —— —— ——
lCost Distribution | Percentage v; Details IAdd Linel I Paste] [ Duplicate HDeletel
4

[ split Distribution || Change All ltems

T ———————

Number  Accounting Line Number Percentage 1 Account Assignment Category | Assign
-
(® 0001 100.00 Cost Center
Details for Item 0001 : Cost Center
(e e e
Basic Data 1 Fund: | 1007400700 e ]
r L 1 1 ] l
* Percentage: | 100.00 | Budget Period: | 2021 |,
Account Assignment Category: | Cost Center A Commitment Item: | E‘

o —————
I * Cost Center:

1577101000 =
- —————

keyboard. Fund Center: B B =
Functional Area: | |'_|_T‘|
Controlling Area:
Business Area: =
The General Ledger Account is an account code that identifies the material or product
category (e.g., Sign Language Interpreter).
= NOTE: Requisitioners will need to search for the correct General Ledger (G/L) account code.

Item Data

{Account Assignment

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

Notes and Attachments Delivery Address Sources of Supply Approval Process Overvie

Cost Distribution | Percentage

|| Details | [Add Line [ split Distribution || Change Al ltems

Number

(® 0001

Basic Data

Accounting Line Number

Details for Item 0001 : Cost Center

* Percentage: | 100.00

Percentage Account Assignment Ca

100.00 Cost Center

Budget Period: Ijl

Account Assignment Category: ‘ Cost Center

~|

* Cost Center:
Fund Center:

Functional Area:

!!!

Controlling Area:

18. To search for a G/L Account:

a. Select the match code

Restrict Number of Value List Entries

General Ledger Account: i- L?-' icon'
X
GJL Account Number Mox
- The G/L Account Number
G/L account no. in chart of accounts a0y
_J‘ search screen opens.
G/L account: 4 | |T0 | ||:|" \ .
b. Select the ellipses (...) to
. = . .
Chart of Accounts: 4 I:l To I:l [m] Open the naVIgatlon

menu.
13
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G/L Account Number X
G/L account no. in chart of accounts > ose
o | ~ [ c. Select G/L account description
a , in chart of accounts to search
v GiL account no. in chart of accounts A .
r'q link to search for material or
Chart ‘f G/L account description in chart of accounts 1 :
T — . - T — — . -} service.
Restri. G/L account with delete/lock flag in chart of accounts
] Key words
| Search |
Av
. - G/L Account Number v X

d. Type in the description of 2

material or service ) .

A \GJ'L account no. in chart of accounts GIL account description in chart of accounts > oue

followed by an asterisk*

(e.g., Other Speci* for G/L long text: 4 | Other Spec* |To | g

Special Services). Language Key: &) o[ &
e. Enter COPA in Chart of = Chart of Accounts: & o[ ] &

Accounts field. | st ¢ o[ ] &

. /

f. Enter 63* for Operational Restrict Number of Value List Entries| 500

General Ledger.
g. Select the SEARCH button.

GI/L Account Number AX
G/L account no. in chart of accounts GIL account description in chart of accounts > oo
G/L long text: (E}| OTHER SPECH o | g

Language Key: (&
Chart of Accounts: (5]

G/L account: [E)

W ;

Restrict Number of Value List Entries

Result

h. Select the radio icon next

to the searched results. \

GIL Account Long Text
A - :
() Other Specialized Services

Chart of Accounts G/L Account Number
COPA 6343117
i. Select the OK.

14
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[ ¥ Details for item 1 Sign Language Interpreter

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

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

Cost Distribution |Percentage || Details | Add Line|| Copy| | Paste|| Duplicate || Detete | |Split Distribution | Change Al rems

Number | Accounting Line Number

Details for Item 0001 : Cost Center

Basic Data

* Percentage: | 100.00

Account Assignment Category: | Cost Center

* Cost Center: | 1577101000 2
Fund Center: | =
Functional Area: | )
Controlling Area:
General Ledger Account: | 6343117 (% |Other Specialized Services
Business Area: | g

Account Assignment Category Assign Number

Fund: 1007400700 |
Budget Period:
Commitment Item: | E|

j- The G/L Account number
and description populates
in G/L Account field.

15
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Completing the Notes and Attachments tab:
19. Select the Vendor Text

20.

21.

=

link to add a detail [ E Details for item 1 Sign Language Interpreter

description of the ltemData  Account Assignment  Notes and Attachments ~ Delivery Address  Sources of Supply ~ Approval Process Overview

material or service,

mfg. number and any  Notes

additional text (e.g.,

special delivery Category Desaripion

instructions, contact

. ] () Vendor Text -Empty-

information, etc.). O InimalNoe — S

a. Select OK.
Select the Int | Not v Attachments Inemal Note: || Contains Justification for the purchase such as:
elecC e Internal Note

* Who needs it?

link to add a Add Attachment [EditDescription] [VersioningVI * Why is it needed?

Justification for the 7N *  What are the ramifications if not obtained?
i i Add Attachment 7ox o . o Checked Out
material or service This information remains internal for Approvers and
including any note COPA employees only.
. . If needed, use the CLEAR button to remove a note.
to the a p p rover. Here, you can upload a file and attach it to the selected item
File: |LKHQUBS. pok 1
a. Select OK. escrption
Select the ADD Visible Internally only:
ATTACHMENT button to

browse and add a

document (e.g., Supplier
Quote). 22. Select OK button.

Do not use special characters
and there is a 40-character limit
when naming the attachment.

Do not use the VERSIONING button to edit attachment documents. This functionality is not used by
commonwealth users. To edit documents, select the Delete button to delete the attachment. Make any revisions
to the document outside of SRM. Once the revisions are made, upload the new version in the Notes and
Attachments.

[ Details for item 1 Sign Language Interpreter
ltem Data Account Assignment Notes and Attachments Delivery Address Sources of Supply Approval Process Overview Related Documents
* Notes
Category Description
(®) Vendor Text -Empty-
O | Internal Note Justification
w Attachments
=
Category Description File Name Version Processor Visible Internally only
(® Standard Attachment Ouote LKHQ965..pdf 1

* |If applicable, use the EDIT DESCRIPTION to revise the title of the attachment.

16
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Accessing the Delivery Address tab:

23. Select the

Delivery ReadOnly Save  Check -
Address tab to

verify the \;gﬂserﬁm Ehnppinggt(lihm) C,,mg,,;

correct location —SSNg———

% Line Numi Item Type Item Process type | ProductID | Description Product Category Product Category Description | Quantity Unit | Net Price / Limit Currency Option Type | Per|Order Type Delivery Date Not

for delivery is
1

listed and/or
accurate.

Sign Language Interpreter 90121702 INTERPRETERS 25000 H 7000 USD 1 0210412022 1

[ Details for item 1 Sign Language Interpreter

——
Item Data  Account Assignment  Notes and Attachments o Delivory Addross J Sources of Supply  Approval Procoss Ovenview  Related Documents

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

Name: Adcitional Name:
BOP FOR PL ™~ a. Select the match code

cio: e Number | Extension: |717-787-4719 |

in the name field to ] N
Street / House Number: | Forum Place 555 Walnut Street - .. | | FoorfRoom: [ | |

Ditict: || search and add an Postal Code / City: Hanisburg

Country: Elusn address if needed. Postal Code / P.O.Box: I:I:l
Region: ennsyl\mnia

Fax Number/Extension: 7177836241 [
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Accessing the Source of Supply tab:

The Source of Supply is the supplier providing the material or service. The Source of Supply tab automatically
displays the supplier’s name and contract number based on the product category selected. Make sure the
correct product category has been selected to avoid the wrong supplier being populated as the source.

Read Only Save Check @v
— @ ° @ — 24. Requisitioners are required to
Select Goods/Service ~ Shopping Cart (Litem)  Complete and Order ve r|fy if the Source of 5upp|y

(e.g., supplier) defaults from the

Hems n Shopping Cart contract. If not, the Source of

Supply must be added.
Detalls | | Add Item E Paste | | Duplicate| [Delate| | | Process All ftems v ilter Settin
rsten e g
0 Line Number tem Type ltem Processtype Product D Description Product Category Product Category Descrigon Quantity Unit  Net Price/ Limit Currency Option Type Per Order Type Delivery Date Notes Total Value Attachments Account Assignment tem 5tal1| Supplier I

1 Material Sign Language Interpreter 90121702 INTERPRETERS 25000 H 70.00 USD 1 020042022 1 1,750.00 1 Cost Center (1577101000) Saved 1 hore 1
N

Total Value | 1750.00 | USD

Tax amount 0.00 | USD

Total Val. (Gross) | 1,750.00 | USD

{17 Details for item 1 Sign Language Interpreter

ltemData  Account Assignment  Notes and Attachments  Delivery Address | Sources of Supplyl Approval Process Ovenview  Related Documents

-
No 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 25. To add a supplier, select the Source
Assign Suppler | | Compare Suppliers of Supply tab: Filter
[] Supplier Number Supplier Name Contract ltem  Contract Item Description a. Select the M atch COd e to sea rCh Priority Rank Priority Description Interlinkage

for the supplier to add (see end
user procedure for Using the
Filter Option to Add Source of
Suppl

You may suggest a preferred supplier to the purchasing depgge®

Preferred Supplier: BIGN LANGUAGE SPECIALISTS

 NOTE: The Preferred Supplier field must only be completed when the following applies:

o The materials or services are on contract, but the Source of Supply did not populate the correct
supplier and contract to assign as the source.

e The supplier providing the materials or services is not on contract.

When using the Preferred Supplier option, requisitioners must add an internal note referencing the contract and
line-item number(s) and advise the Source of Supply will not populate.
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https://www.dgs.pa.gov/Documents/Procurement%20Forms/Training/E.U.Ps/ShoppingCart/Using%20the%20Filter%20Option%20to%20Add%20a%20Source%20of%20Supply.pdf
https://www.dgs.pa.gov/Documents/Procurement%20Forms/Training/E.U.Ps/ShoppingCart/Using%20the%20Filter%20Option%20to%20Add%20a%20Source%20of%20Supply.pdf
https://www.dgs.pa.gov/Documents/Procurement%20Forms/Training/E.U.Ps/ShoppingCart/Using%20the%20Filter%20Option%20to%20Add%20a%20Source%20of%20Supply.pdf
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Accessing the Approval Process Overview tab:

Read Only Save Check @
— @ o & —
Select Goods/Service Shopping Cart (1 item) Complete and Order
[41[¥] Details for item 1 Sign Language Interpreter
-
ltem Data Account Assignment Notes and Attachments Delivery Address Sources of Supply |l App  Overview } Related Documents
- ——
Current Status: | Initial ‘ 7
Current Process Step: | | 26. The Approval Process Overview tab
Curently Processed By: | displays the approvers names
Approval Pracess Data: Download as XML established within workflow process
fleader  ttem of the agency. Requisitioners can view
Header Approval Status level of approvers and the approval
Remove Approver / status. !
Sequence Process Step Status Processor
@ 001 SRM Shopping Cart Completion Open (No Decision Made) Chasity Beward;Denise Sowers;Michael Weges
O 002 SRM Shopping Cart Completion Open (No Decision Made) Tammy Noel;Kristina Landvater;Walter Strausbaugh;Michael Kirby

Requisitioners also have the option to add Ad Hoc Approvers in the approval workflow process for
their shopping carts.

»  An Ad Hoc Approver is an additional approver that can be added within a cart by a
requisitioner anytime the agency approvals do not meet the requirements of a specific

shopping cart.

»  Users added as an Ad Hoc Approver must have a SRM Approver role.

»  Ad Hoc Approvers cannot be added to a Special Category cart (e.g., IT, Training, Audio/Video)
after the cart reaches the final Agency Approver.

For assistance with adding Ad Hoc Approvers, see EUP for Ad Hoc Process on Rejected Shopping

= NOTE: A shopping cart will transmit to an Agency Purchasing Agent to process into a PO if ANY
ONE of the following criteria is met:

o The Shopping cart was created via “Describe Requirement (Free Text)”.

o The Carts value is greater than $10,000.
o The Cart contains items not from an approved catalog supplier.


https://www.dgs.pa.gov/Materials-Services-Procurement/Procurement-Resources/EUP/Pages/default.aspx
https://www.dgs.pa.gov/Materials-Services-Procurement/Procurement-Resources/EUP/Pages/default.aspx
https://www.dgs.pa.gov/Materials-Services-Procurement/Procurement-Resources/EUP/Pages/default.aspx
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Prior to ordering the shopping cart, requisitioners must first name the shopping cart according to
guidelines in the Document Naming Convention and Records Management Procedure.

e
ESE"'EJ sed To name the cart:

27. Select the Step 3- Complete and

. YN Order link of shopping cart.
— @ () — @

Select Goods/Service Shopping Cart (1 item) Complete and Order

Name of shopping cart: |9012 Sign Language Interpreter 4_|' 28. In the Name of Shopping Cart field,

Number: 12535724 a. Enter the name using the first four

numbers of the product category,

(e.g., 9012 for 90121702 Sign
Approval Process: Display / Edit Agents Language Interpreter).

Team Shopping Cart: [ | Make available to my purchasing substitutes

PR G b. Followed by a space dash space and

a noun that describes the purchase.

c. For example:
9012 Sign Language Interpreter

NOTE: Requisitioners can select the SAVE
button at top of the screen to save
and retrieve the cart another time via
the POWL (Personal Object Worklist).
The POWL is a tool in SRM to search
procurement documents (e.g.,

29. Select the ORDER shopping carts).

button to order the
cart.

® NOTE: Selection of the Close
button at bottom of the Cart
without saving or ordering will
cause the requisitioner to lose
the shopping cart.
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https://www.dgs.pa.gov/Documents/Procurement%20Forms/Training/E.U.Ps/RecordsManagement/DocuNamingConventionsRecordsManagent.pdf
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Items in Shopping Cart

1 Material

What do you want to do next?
You can now print this shopping cart or continue shopping
Print Preview

Shop Again

0

™ Line Number ltem Type Item Process type Product|D  Description Product Category Product Category Description Quantity ~ Unit

Sign Language Interpreter 90121702 INTERPRETERS 10.000 H

30. Once the cart is ordered:

a. A message displays showing
the Shopping Cart Number has
been ordered successfully at
bottom of the cart.

(¥) Shopping cart "9012 Sign Language Interpreter” ...

The End.

Shopping cart "3012 Sign Language Interpreter” with number 12535725 ordered successfully
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