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PR12_Create Procurement Substitutions
 
Overview
 
Transaction Description:
This transaction uses recommended user settings and personalization for efficient shopping including team cart capabilities.
 
Penn State Purpose:
This transaction allows users to assign procurement substitutes for workflow and to define team shopping access.

Process Steps
 
[bookmark: TS_0C73C030CDA1402E83D9F2CD3940EC68]Home - Google Chrome
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	This demonstration will show two tasks:
 
1. How to designate a Purchasing Substitute
2. How to create a Team Shopping Cart


	1.
	The Personalization button is clicked.


 
[bookmark: TS_6C608F28DD8B428186E7AFECE3099ABF]Personalization - Google Chrome
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	2.
	The SRM User Settings button is clicked.
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	3.
	The Edit button is clicked.
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	4.
	The User Account button is clicked.
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	5.
	The Possible Values button is clicked for Name of Substitute.
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	If you know the person's Penn State UserID, you can enter it in the User search field. Otherwise, in the search field next to Last Name, enter a last name and press Search (or Enter).

	6.
	Whitman is typed into the search field and Enter is pressed.
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	7.
	The line selection button is clicked.
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	Substitutions can be used for a short period of time, such as in a vacation or leave situation, or can be entered with longer durations for ongoing teams.

	8.
	The Calendar button is clicked for Start Substitution On.
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	9.
	The Date button is clicked.
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	10.
	12/31/2020 is typed into the End Substitution On field and Enter is pressed.
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	11.
	The Save button is clicked.


 
[bookmark: TS_2C924098AED547759092B57E9B86AE1F]Settings - Google Chrome

 
	[bookmark: class_standard_table_12]Step
	Action

	
	The green check at the top of the screen indicates data has been changed.
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	Note: ARL personnel will be prevented from adding users outside of ARL to their team and will receive an error message when attempting to save the substitute.

	12.
	The Close button is clicked.
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	Now when you create a shopping cart, you will see the option to make it available to your team.

	13.
	The Requisitioning button is clicked.
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	14.
	The Requisitioning button is clicked.
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	15.
	The Shopping Cart button is clicked.
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	16.
	The Team Shopping Cart check box is clicked.
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	This shopping cart will now be visible for purchasing substitutes to edit or view.


 

Disclaimer
 
Alternative Format Statement 
This publication is available in alternative media upon request. 
 
Statement of Non-Discrimination 
The University is committed to equal access to programs, facilities, admission, and employment for all persons. It is the policy of the University to maintain an environment free of harassment and free of discrimination against any person because of age, race, color, ancestry, national origin, religion, creed, service in uniformed services (as defined in state and federal law), veteran status, sex, sexual orientation, marital or family status, pregnancy, pregnancy-related conditions, physical or mental disability, gender, perceived gender, gender identity, genetic information, or political ideas. Discriminatory conduct and harassment, as well as sexual misconduct and relationship violence, violates the dignity of individuals, impedes the realization of the University’s educational mission, and will not be tolerated. Direct all inquiries regarding the nondiscrimination policy to Affirmative Action Office, The Pennsylvania State University, 328 Boucke Building, University Park, PA 16802-5901; Email: aao@psu.edu; Tel: 814-863-0471.
	
	The Pennsylvania State University Project SIMBA
April 16, 2020
	            



image3.png
Requisitioning

Shop

« Work Overview Purchase goods and services from catalogs or templates, or describe your requirement

Personalization

+ Shopping Area 5/ Enter and update personal sefings such as name, address, e-mall address and substiutes for team purchasing

SRM User Setings





image4.png
C @ sm-ascs-b.qasimba.psu.edu:8059/sap/be/nwbc/?sap-nwbc-node=00000002118sap-nwhe-context=03HM2DBCC10AC2301044FFCd

Requisitioning

+ Work Overview

Personalization

« Shopping Area

rsonal setiings such as name, address, e-mail address and substiutes for team purchasing





image5.png
2 Personal Settings - Google Chrome.

@ srm-ascs-Ib.qa.simba.psu.edu:8059/sap/bc/nwbc/?sap-nwhc-node=app_window_body

Personal Settings

Em ID 18427  Name Guen Bicknart

v Personal Data
Form of Address ‘Acadenic Tite:

First Name: | Gyen Last Name:

00l ser Account





image6.png
I Employee ID 18427 Name Gwen Bickhart

v Personal Data
Form of Address:

First Name:

Position: | 500074706
Functional Assignment
Depariment Head Of:

‘Acadenic Tite:

Last Name: | gicknart

80000216; OO Central Finance
00037443; Financial Coordinator 3

Department Address Details
Building:

Floor/ Room Number:
Inhouse Ma

Phone Number! Extension:




image7.png
Decimal Notation: | 1,234567.89

My Procurement Substitutes for Team Purchasing

Name of Substitute ‘Start Substitution On

Persons | Represent As Substif

‘Start Substitution On

[3] The table does not contain any data

End Substitution On

End Substitution On





image8.png
Search: Name of Substitute 0 x

Search Criteria Hide Search Criteria @

Lastname.
st name





image9.png
Search: Name of Substitute

0 x

Search Criteria

Hide Search Criteia @

User

Last name

First name.

‘Search | | Clear Entries | | Resetto Default

Results List: 3 results found for Name of Substitute
User First name.
LINDA.
Michele
Ally





image10.png
Decimal Notation: | 1,234567.89

My Procurement Substitutes for Team Purchasing

Name of Substitute ‘Start Substitution On

. MLD104 |

Persons | Represent As Substitute

‘Substitute For ‘Start Substitution On

[£] Tne table does not contain any data

End Substitution On

i

End Substitution On





image11.png
Persons | Represent As Subst

‘Substitute For Start{

(] The table does notcontain any ¢

« < March 2020

o Tu we
o 2425 2
© 2 3 4
. 1
[@ e
. 2
O

™
27
5
12
19
%

"
2
5
I8
2
27

Ind Substitution On





image12.png
tation: | 1,234,567.89

urement Substitutes for Team Purchasing

‘Start Substitution On

03/16/2020

b | Represent As Substitute

‘Start Substitution On

e table does not contain any data

Settings

End Substitution On

123112020

Settings
End Substitution On





image13.png
2 Settings - Google Chrome

@ srm-ascs-Ib.qa.simba.psu.edu:8059/sap/bc/nwbc/?sap-nwhc-node=app_window_body

Personal Settings

%m 18427 Name Gwen Bickhart

v Personal Data
Form of Address ‘Acadenic Tite:

First Name: | Gyen Last Name:

Fosen





image14.png
2 Settings - Google Chrome

@ srm-ascs-Ib.qa.simba.psu.edu:8059/sap/bc/nwbc/?sap-nwhc-node=app_window_body

Personal Settings

@ Dzt for user BY nged

Employee ID 13 Name Gwen Bicknart

v Personal Data
I Form of Address ‘Acadenic Tite:

First Name: | Gyen LastName: | gichart

Foston





image15.png
ol Home X = Personalization

< C @ sm-ascs-b.qasimba.psu.edu:8059/sap/be/nwbc/?sap-nwbc-node=00000002118sap-nwhe-context=03HM2DBCC10AC2301044FFCd

‘SRM User Seftings

« Work Overview Enter and update personal setfings such as name, address, e-mal address and substitutes for team purchasing

Personalization

« Shopping Area

"N





image16.png
1u:8059/5ap/bc/nwbc/?sa) 10de=00000000038s3p-nwhc-context

% Requisitioning

v Create Documents Requisitioning

+ Confirmation
Create Documents.

Create Documents

+ Shopping Cart
‘Shopping Cart





image17.png
 Creste Documents Shopping Carts AII(0) Saved (0) Avaiting Approval (0)

+ Confimation Shopping Carts - All

‘Show Quick Criteria Maintenance

v Create Documents

« Shopping Cart T View [Standard View] Create Shopping Cart || Copy | | | Display || Edit || Delete | | | Order || Create Confimat

~ Services 7 Shopping Cart Number Shopping CartName | ItemNumber  llemName  Stas  CreatedOn

+ Advanced Search





image18.png
Created On 03/16/2020 1352:37  Created By Gwen Bickhart

Number 1000001266 ~ DocumentName GRE203/16/20201352  Status InProcess

v General Data
ARL Required Information

Buy on Behalfof: [ 18427 )| Gwen Bickhart Foreign Vendor:

Name of shopping cart: | GRE2 03/16/2020 13:52 Foreign Delivery Address:
Defaul Settings: Set Values Alcohol, D Contraband:
icohol, Drugs or Contrabant

Team Shopping Cat: [ ke avabl o my pschasing sustts

Approval Process
Document Changes:

‘Cameras or Microphones:
‘Software or hardware connected to the ARL Network:
Ams, Ammunition or Explosives:

Customer Account Number:
Hazardous Materials:

Sole Source Procurement Request:
After the Fact Order: ‘Supplier Performing Work Onsite:





image19.png
2 Create Shopping Cart - Google Chrome.

@ srm-ascs-Ib.qa.simba.psu.edu:8059/sap/bc/nwbc/?sap-nwhc-node=app_window_body

Create Shopping Cart

[order | | [ pntPreview | | [ ciose | Save | Check | Export | import | System normaton || reste Memory Snapsnot

Number 1000001266 ~ DocumentName GRE20316/20201352  Status InProcess  Created On 031162020 135237  Created By Gwen Bickhart

v General Data
Buy on Behalfof: [ 18457 57 Gwen Bicknart ARL Required Information Approval Note
Foreign Vendor:
Name of shopping cart | GRE2 03/16/2020 1352
Defaul Settings: et Values

Team Shopping Cart (] Viake available fo my purchasing subsiutes

Approval Process: Display / Edit Agents ‘Cameras or Microphones:

Document Changes: Display

Foreign Delivery Address:
Alcohol, Drugs or Contraband
Personalize
‘Software or hardware connected to the ARL Network:

Customer Account Number Ams, Ammunition or Explosives:
ustomer Account Number:

Hazardous Materials:
Sole Source Procurement Request:
After the Fact Order: ‘Supplier Performing Work Onsite:

Lease Request Electronic Parts from Authorized Supplier/Manufacturer:
Purchase Order Change Request

Reference PO:
ACO Approval

Reference PO Line ACO Approval Required:

v item Overview
Copy |[ Paste || Dupiicate || Detete | | [ Assion
T Line Number | item Type ftom Type  ProductID  Description  Product Category | Product Category Description  Quanify Unit  Net Price /Limit  Curency OptionType Per OrderType DeliveryDae Notes TotalValue Afiachments ~AccountAssignmentType Account Assignment Nul
Undefined Item Type SELECT SELECT ONE 1,000 000 USD 1 0313012020
Undefined Item Type SELECT SELECT ONE 1,000 000 USD 1 0313012020
Undefined Item Type SELECT SELECT ONE 1,000 000 USD 1 0313012020
Undefined Item Type SELECT SELECT ONE 1,000 000 USD 0313012020
Undefined Item Type SELECT SELECT ONE 1,000 000 USD 0313012020
Undefined Item Type SELECT SELECT ONE 1,000 000 USD 0313012020
Undefined Item Type SELECT SELECT ONE 1,000 000 USD 0313012020
Undefined Item Type SELECT SELECT ONE 1,000 000 USD 0313012020

Undefined tem Tune. SFLECT SEILECT ONE 1m0 non_usn naz0pn.





image1.emf










image2.emf
s IMBA

SYSTEM FOR INTEGRATED
MANAGEMENT - BUDGETING + ACCOUNTING











image20.png
ISIIVIBA

u
s I SYSTEM FOR INTEGRATED
MANAGEMENT + BUDGETING + ACCOUNTING





image21.png




