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Creating a Warehouse Order (STO) Shopping Cart 

 

STO stands for Stock Transport Order.  STOs are placed through either the DGS or an Agency’s 

warehouse.  An STO is created using the COPA Internal ECatalog link.  This is the only means in 

which to place warehouse orders. 

Important Distinctions: 

Although you are selecting your items from a catalog, there are several notable differences 

between placing an order via the COPA Internal ECatalog and the other catalogs: 

 You may not order from more than one warehouse within the same shopping cart 

 You cannot distribute costs on a line item 

o If you need to distribute costs of a line item to more than one account 

assignment, you will have to create a separate line item for each account 

assignment 

 When the item(s) has been received from the supplying plant warehouse, you do not 

need to “receive” them (e.g., enter a Goods Receipt) 

 There will be no invoice for the item(s), as a cost allocation will be performed in SAP to 

charge your plant for the cost of the item(s) 

 The “Purchase” Order numbering sequence for STO’s is 42* 

Note:  The process below has been abbreviated to describe only the steps following selection of 

the warehouse catalog.  All other steps remain consistent with ordering items via the SRM-

MDM Catalog. 
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Placing Your Warehouse Order 

1. In the Shopping Cart Wizard, select the appropriate warehouse that you want to order 

from  (Example:  COPA INTERNAL ECATALOG DGA – 1500) 

 

2. Within the catalog, enter search criteria and select the SEARCH button 
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3. Select the checkbox next to the item, change the quantity to represent the quantity you 

need to purchase 

4. Select the ADD TO CART button 

 

5. Once you select the ADD TO CART button, the item(s) is added to the cart.  You can 

continue shopping for additional items from the warehouse.  When you are ready to 

complete your order, select the CHECK OUT link to transfer your items to your Shopping 

Cart to complete the ordering process. 
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6. Select the DETAILS button to review the item details and enter any additional 

information 

7. Select Step 3 of the Wizard to Complete and Order the Shopping Cart 

 

8. Name the Shopping Cart 

a. Note the Shopping Cart number for future reference 

 

9. Select the SAVE button to “hold” the Shopping Cart for processing at a later time 

10. Select the ORDER button to process the Shopping Cart now 

 

 


