Shopping Cart - Standard Free Text SIMBA Hands-On Guide
Page 9 of 14
                        The Pennsylvania State University
SIMBA Hands-On Guide
Shopping Cart - Standard Free Text











© 2020 The Pennsylvania State University
© Copyright 2020 Labyrinth Solutions, Inc. All rights reserved. Labyrinth Solutions, Inc., the LSI logo, and CampusOneTM are trademarks of Labyrinth Consulting, Inc. 
SAP, R/3, SAP NetWeaver, and other SAP products and services mentioned herein as well as their respective logos are trademarks or registered trademarks of SAP AG in Germany and other countries. 
Business Objects and the Business Objects logo, BusinessObjects, Crystal Reports, Crystal Decisions, Web Intelligence, Xcelsius, and other Business Objects products and services mentioned herein as well as their respective logos are trademarks or registered trademarks of Business Objects S.A. in the United States and in other countries. Business Objects is an SAP company.

Shopping Cart - Standard Free Text
 
Overview
 
Transaction Description:
This transaction is the standard shopping cart process with expanded functionality.
 
Penn State Purpose:
This transaction provides basic and complex free-text item purchasing using the standard shopping cart function and screens. When Lion Marketplace and PSU Contracts have been searched and items determined to be unavailable there, the Standard Free Text shopping cart is used to purchase items from vendor quotes.

Process Steps
 
[bookmark: TS_BB2B44650501483AB3F38DB269D02563] 
	[bookmark: class_standard_table_1]Step
	Action

	
	The Four Step Shopping Process
 
While shoppers differ in their shopping responsibilities, and the items purchased may vary widely, the shopping process itself remains consistent:
 
1. Configure Shop OnLion Settings
2. Search for Item Availability
3. Create Shopping Cart (Lion Marketplace, PSU Contracts, or Free Text)
4. Provide Goods Confirmation upon Receiving Goods
 
In this simulation, we are on Step 3, and the demonstration and practice provided assume the previous completion of Steps 1 and 2. If you have not already done so, please complete these simulations:
 
· Personal Settings - Default Delivery Address (to learn how to supply your Shop OnLion settings)
· Shopping Cart - Catalog and Contracts Search (to learn how to search for item availability)


 
[bookmark: TS_F5AC6D27BB304CB7885B98371B8EEFFB]Home

 
	[bookmark: class_standard_table_2]Step
	Action

	
	The purpose of a standard free text shopping cart is to facilitate purchases made from a non-catalog vendor’s quote. This simulation will demonstrate the process of ordering a pair of standing desks and mats using a standard free text shopping cart. Particular attention will be paid to process steps that eliminate redundant information entry, and to avoiding a couple of common pitfalls.

	1.
	The Requisitioning button is clicked.


 
[bookmark: TS_2B57B51AB0614108A69F7293AC0EA82D]Requisitioning

	[bookmark: class_standard_table_3]Step
	Action

	2.
	The Requisitioning button is clicked.


 
[bookmark: TS_F502F6713D7241D4ABB0B4165CFBD610]Requisitioning 

	[bookmark: class_standard_table_4]Step
	Action

	3.
	The Shopping Cart button is clicked.


 
[bookmark: TS_AE72043DB71A474AA1567FD50EBB2885]Create Shopping Cart

 
	[bookmark: class_standard_table_5]Step
	Action

	
	It is a good idea to rename the cart to something meaningful that we can easily find later on. I will name mine “Standing Desks and Mats.”

	4.
	Standing Desks and Mats is typed into the Name of shopping cart field.


 
 
	[bookmark: class_standard_table_6]Step
	Action

	
	Important note! By setting some default values now, before any line items have been created, you can make a single entry that will be carried forward to every line item in your order. This saves time by eliminating repeated information entry. The most common example is adding additional delivery address details. Rather than enter the same delivery address details five times (in a five line item order), the additional delivery address details can be supplied just once in the beginning.

	5.
	The Set Values button is clicked.


 
[bookmark: TS_C87D1726CDD2411BA0576559B71B1A14]Create Shopping Cart

 
	[bookmark: class_standard_table_7]Step
	Action

	
	Since I am the creator of this shopping cart, Shop OnLion shows me as the Goods Recipient by default. The assumption is that, most often, I am shopping for myself and expecting the items to be delivered to me. In this case, however, I am the shopper, but I want the items in this order to be delivered to a colleague instead. So I need to change the default setting for the Goods Recipient for this shopping cart. This is important because we are indicating to Shop OnLion who the Goods Recipient is, that is, the person who will later complete the goods confirmation in the system.


 
[bookmark: TS_74D2E9FD69DF4B3184430E16B6184476]Create Shopping Cart

 
	[bookmark: class_standard_table_8]Step
	Action

	
	Some shoppers, in attempting to transact a cart where items are delivered to someone else, have mistakenly changed the value of the "Buy on Behalf of" field to the name of the intended recipient. This is an understandable mistake, since the field name seems to describe what we are doing. But "Buy on Behalf of" instead refers to who the Shopping cart will actually belong to. While you may be the one to create the cart and submit it into the workflow approval process, from that point on, only the other person will see the cart or be able to monitor its progress through workflow. "Buy on Behalf of" means that you are merely initiating the process for another person.


 
[bookmark: TS_D85252DC30D54C17B54109572CAEFEE9]Create Shopping Cart

	[bookmark: class_standard_table_9]Step
	Action

	6.
	The Possible Values button is clicked for Goods Recipient.


 
[bookmark: TS_E05B84799851435FA352A8E785E821F4]Create Shopping Cart

 
	[bookmark: class_standard_table_10]Step
	Action

	
	Use whatever search criteria you are most comfortable with. If you know the User Name, this is often the most direct search.

	7.
	tsc131 is typed into the Search Term field.

	8.
	The Search button is clicked.


 
 
	[bookmark: class_standard_table_11]Step
	Action

	
	Note that this process can take awhile, because the request has to cross systems to find the data.


 
[bookmark: TS_D7A24D7AF65D42CCBA46C8E8F7F1D0B6]Create Shopping Cart

 
	[bookmark: class_standard_table_12]Step
	Action

	
	One result is found from the User Name entered.

	9.
	The Select button is clicked.


 
[bookmark: TS_7CA37855EE6A44C78DFE728D35EA67D5]Create Shopping Cart

 
	[bookmark: class_standard_table_13]Step
	Action

	
	Back on the Change Default Settings dialog box, we can see that Tara is now the default Goods Recipient. Also note that I am still shown as the "Buy on Behalf of" person. This is exactly what we want: I am the shopper and the cart is mine, but Tara will receive the items and will be the one to perform the Goods Confirmation for them.


 
[bookmark: TS_24323342F4464EE1A066CE26935416D1]Create Shopping Cart

 
	[bookmark: class_standard_table_14]Step
	Action

	
	Next we will enter Delivery Address information. You may have noticed a red-level error message on the screen. That will be resolved after we provide required information. The Delivery Address tab is found by clicking on the Display More Tabs button.


 
[bookmark: TS_AACB9DD7EA884953B679E3BFC8907F03]Create Shopping Cart

	[bookmark: class_standard_table_15]Step
	Action

	10.
	The Display More Tabs button is clicked.


 
[bookmark: TS_AFD10594DDD1491A878F177BFB704104]Create Shopping Cart

	[bookmark: class_standard_table_16]Step
	Action

	11.
	The Delivery Address / Performance Location tab is clicked.


 
[bookmark: TS_6B584F8A6F9C4F4AA6A3B60D832C34DE]Create Shopping Cart

	[bookmark: class_standard_table_17]Step
	Action

	12.
	The Possible Values button is clicked for Name.


 
[bookmark: TS_8717BFD3CE7E4563A5FAB4FD79951583]Create Shopping Cart

 
	[bookmark: class_standard_table_18]Step
	Action

	
	Ensure the Further Search Helps dropdown selection is set to PSU Location to utilize helpful features for Penn State specific searching.


 
[bookmark: TS_9F7774474D9A423A8C6C06432581153F]Create Shopping Cart

 
	[bookmark: class_standard_table_19]Step
	Action

	
	The District search criterion is used to search for Location Codes, which you can look up in the Shop OnLion Delivery Address Excel Workbook linked to the SIMBA website. Similar to the SAP Address Number (which is used to establish your default delivery address when modifying your personal settings), the Location Code is routinely used to provide a unique Penn State address for a given shopping cart.
 
In our example, we will look for the Cloverly Building on the Abington campus, then make a note of its Location Code. Then we will return to enter that code (AB0001) into the search field here.


 
[bookmark: TS_DC0AEEB2642E44C192005D94D11CF8EF]Create Shopping Cart

 
	[bookmark: class_standard_table_20]Step
	Action

	
	On the SIMBA website, first navigate to the Training and Resources page.

	13.
	The Training & Resources button is clicked.


 
[bookmark: TS_8CE592AB2ED14011BC3369B4889CCC06] 
	[bookmark: class_standard_table_21]Step
	Action

	
	Then navigate to the Procurement (Shop OnLion) Resource Page.


 
[bookmark: TS_114050D4DA6642129B88E91A3E563E84]Create Shopping Cart

	[bookmark: class_standard_table_22]Step
	Action

	14.
	The Procurement (Shop OnLion) button is clicked.


 
[bookmark: TS_3B4DC3FD2449421DB039B19B429EB223]Create Shopping Cart

 
	[bookmark: class_standard_table_23]Step
	Action

	
	When you click the Shop OnLion - Delivery Addresses link, you will be redirected to the Knowledge Base article for this resource.

	15.
	The Shop OnLion - Delivery Addresses link is clicked.


 
[bookmark: TS_3EC814DFD3EE458A8B373951F98F8C40]Create Shopping Cart

 
	[bookmark: class_standard_table_24]Step
	Action

	
	Now you can see the link to the Excel file, which you should click to download. Then open this Excel file on your computer.

	16.
	The Shop OnLion - Delivery Addresses Excel file link is clicked.


 
[bookmark: TS_60BA47ECC6F843ACB2F2044D06C4E9A3]Delivery Addresses - Excel Workbook

 
	[bookmark: class_standard_table_25]Step
	Action

	
	The file will open to the Instructions tab, which you should read. Then switch tabs to the Shop OnLion Delivery Addresses tab, shown here.
 
This tab lists delivery addresses across every campus of the University (over 1,000 in total). Each address-related field or identifier has been isolated into its own column, enabling searching and sorting on that specific data. The Instructions tab clearly and concisely explains what each of these columns means and how to use them in searching.
 
This page might look a bit overwhelming at first, but a proper use of Excel features changes all that. We recommend that you search for a given delivery address by using the filter features on the column headings. You can quickly get to a short list of results by filtering on building names, cities, and campus abbreviations.


 
[bookmark: TS_376209C567DB48A98422A30DA83610DB]Delivery Addresses - Excel Workbook

 
	[bookmark: class_standard_table_26]Step
	Action

	
	In this case, it is even easier than that. Since Abington addresses appear at the top of the list in alphabetical order, and since the Cloverly Building is the first building listed, we don't need to filter. Now we will write down or copy AB0001 as the Location Code we need to enter in our search. Back to Shop Onlion.


 
[bookmark: TS_CA83B432E0B74923BAF4A4993C65B96C]Create Shopping Cart

	[bookmark: class_standard_table_27]Step
	Action

	17.
	AB0001 is typed into the Search Term field.

	18.
	The Search  button is clicked.


 
[bookmark: TS_A24283CFDF1D4B56A468DD12230D14B5]Create Shopping Cart

	[bookmark: class_standard_table_28]Step
	Action

	19.
	The Item Select check box is clicked.


 
[bookmark: TS_31BF69539B6C4855A62F77F6C1C0601F]Create Shopping Cart

 
	[bookmark: class_standard_table_29]Step
	Action

	
	Now we can see the change in delivery address. I just need to add the In Care Of information by completing the details for Tara, the goods recipient for this shopping cart. If I were the Goods Recipient, I would supply my own name and information here instead.


 
[bookmark: TS_AB2DAD21AFAE4911B03E1B19EB84AD33]Create Shopping Cart

	[bookmark: class_standard_table_30]Step
	Action

	20.
	Tara Campbell is typed into the C/O field.

	21.
	123-456-7890 is typed into the Phone Number / Extension field.


 
 
	[bookmark: class_standard_table_31]Step
	Action

	
	The Floor and Room fields allow alpha numeric characters, so "N/A" is a valid field entry if a specific room number or floor is not applicable.

	22.
	1 is typed into the Floor field.

	23.
	10 is typed into the Room field.

	24.
	The OK  button is clicked.


 
[bookmark: TS_9046DD0D4B684394A2279A2D43382D80]Shopping Cart

 
	[bookmark: class_standard_table_32]Step
	Action

	
	To learn how to complete additional fields in this General Data section, refer to the Shop OnLion - Shopping Cart Field Descriptions resource available on the SIMBA website.


 
[bookmark: TS_FA8563F7253446C19AE37C4378BDCB79]Shopping Cart

 
	[bookmark: class_standard_table_33]Step
	Action

	
	Now that we have our delivery information and other general data completed, we can go shopping. There are two ways to add line items to the cart, and I will show you both ways. The first method uses the Add Item button to add new line items.

	25.
	The Add Item button is clicked.


 
[bookmark: TS_55D6A953EEA24DD5B7334E29360FACC7]Shopping Cart

 
	[bookmark: class_standard_table_34]Step
	Action

	
	Important! Each and every line item in a Free Text shopping cart must be "With Free Description." Standard shopping carts should never contain a mix of line item types.
 
· Lion Marketplace shopping cart -- only use "Lion Marketplace" line items
· PSU Contracts shopping cart -- only use "PSU Contracts" line items
· Free Text shopping cart -- only use "With Free Description" line items


	26.
	The With Free Description menu item is clicked.


 
[bookmark: TS_FB48DAAD54DB44C582F3E5E01C180BCE]Shopping Cart

 
	[bookmark: class_standard_table_35]Step
	Action

	
	A word of caution here to avoid a common pitfall. The Product Type dropdown offers a choice of Material or Service. Please note that even if you are intending to purchase services, you never want to select Service here; always leave the Product Type set to Material.


 
[bookmark: TS_500B0EC99B404295820D7507CAEF6320]Shopping Cart

 
	[bookmark: class_standard_table_36]Step
	Action

	
	The asterisk indicates that Description is a required field. This field is limited to 40 characters, so you may want to abbreviate the words in your item description. 
 
The Internal Note field can be used to supplement the Description with additional information; however, this field is internal to Shop OnLion and will not be included on the purchase order sent to the supplier.


 
[bookmark: TS_270FB5D2B8314A74833412EFB8E2744F]Shopping Cart

	[bookmark: class_standard_table_37]Step
	Action

	27.
	Varidesk Standing Desk is typed into the Description field.


 
 
	[bookmark: class_standard_table_38]Step
	Action

	
	The Penn State Purchasing web site contains a number of useful resource links for Shop OnLion. One such resource is the Product Category Codes.The Product Category Description column in that table contains clear and complete descriptions that allow you to pinpoint the correct Product Category to be used. Just use the Find command as directed on the page. Once you know the 8-digit Product Category code, return to Shop OnLion and enter it here.
 
Alternatively, you may also search for a Product Category using the Possible Values button.

	28.
	The Possible Values button is clicked for Product Category.


 
[bookmark: TS_298ADAB8E182400682649453EBAF5BA5]Shopping Cart

 
	[bookmark: class_standard_table_39]Step
	Action

	
	Sometimes searches fail because the search terms entered in the Description field are too literal and rigid. In our case, if we enter "desk" as our search term, the results returned will be a small portion of the desk-related items available. We need greater flexibility in the search to account for the various ways a desk-related item might be described.


 
 
	[bookmark: class_standard_table_40]Step
	Action

	
	To be certain that we get every possible match for the item we are searching for, we will bracket the search term with asterisks (*). The asterisk is a "wildcard" character that matches any character(s) in the position we have indicated. So, in our example, entering "*desk" means that ALL descriptions ending in "desk" will match, regardless of the characters that might precede "desk" in the description. Likewise, there may be characters in desk item descriptions that follow the word "desk", and we want to make sure we match all those, too. Entering "*desk*" makes this a very robust search that should hit all items with "desk" anywhere in the description.

	29.
	*desk* is typed into the Description field.

	30.
	The Start Search button is clicked.


 
[bookmark: TS_ADA57F0DEBDD4EA3BFD04DC286E02075]Shopping Cart

 
	[bookmark: class_standard_table_41]Step
	Action

	
	The first product category result here refers to desktop computers, while the “SUP” in the second refers to supplies, specifically desk accessories supplies. Our standing desk falls into the desk accessories supplies category, so we will select it and click OK. 

	31.
	The Select button is clicked.


 
[bookmark: TS_4DA9D7A8DAC04E1CBD4A8DBB766C8ABD]Shopping Cart

	[bookmark: class_standard_table_42]Step
	Action

	32.
	The OK button is clicked.


 
[bookmark: TS_21889AB494CF44C094B676490A996F2C]Shopping Cart

	[bookmark: class_standard_table_43]Step
	Action

	33.
	2.000 is typed into the Quantity field.


 
[bookmark: TS_D1BAB3FED80D435AA70E4CA1AAFEC702]Shopping Cart

 
	[bookmark: class_standard_table_44]Step
	Action

	
	Note that there is a Possible Values button associated with the Unit of Measure field. Commonly used units include EA (for "each") and HR (for "hour").
 
If you are uncertain of the Unit of Measure to use, click the Possible Values button and enter a single asterisk in the search field to see the complete list.


 
[bookmark: TS_018D1F00091A4A2EBBEE7DAD61A9487F]Shopping Cart

	[bookmark: class_standard_table_45]Step
	Action

	34.
	EA is typed into the Unit field.


 
 
	[bookmark: class_standard_table_46]Step
	Action

	
	From the quote we received from the vendor, we know the price of a desk: $490.00.

	35.
	490.00 is typed into the Net Price field.


 
[bookmark: TS_CF9E2A39DF8A43A98F45DA5353C6CE3C]Shopping Cart

 
	[bookmark: class_standard_table_47]Step
	Action

	
	Notice that the system has pre-populated the delivery date field with a date ten days from today. This represents the approximate timeframe required for the cart to be approved and for Purchasing to process the Purchase Order. Please do not adjust the delivery date to a shorter timeframe than the default.


 
[bookmark: TS_CF44DC7DA3F44C89941F07D686DFF759]Shopping Cart

	[bookmark: class_standard_table_48]Step
	Action

	36.
	The Add to Item Overview button is clicked.


 
[bookmark: TS_E03C9BF9AEEA4D1DA23A3EDB94F71976]Shopping Cart

 
	[bookmark: class_standard_table_49]Step
	Action

	
	Back on the Create Shopping Cart window, we can see the Line Item 1 display.


 
[bookmark: TS_ADABBDE7A6C149CFB5472F83E307A562]Shopping Cart

 
	[bookmark: class_standard_table_50]Step
	Action

	
	The red-level errors and warnings that appear in the upper left are no cause for concern. As we supply additional details, these will be resolved by the time we are ready to order.


 
[bookmark: TS_E657CC0402634856B29FBAF24AE402F6]Shopping Cart

 
	[bookmark: class_standard_table_51]Step
	Action

	
	A best practice: Save your cart at regular intervals, such as after the addition of a new line item.
 
Bear in mind that Shop OnLion does not continuously auto-save your information. So, periodically save your cart. Should you get pulled away from your shopping by other tasks, your session may time-out. The addition of line items is a natural point in the process to save your progress.

	37.
	The Save button is clicked.


 
[bookmark: TS_D7CD20DF83A1463B9037500058028765]Shopping Cart

 
	[bookmark: class_standard_table_52]Step
	Action

	
	Note: After the Save button on the shopping cart is clicked, the cart will go from “Create” mode into “Display” mode. No further changes to the cart can be made while it is in Display mode. You must click the Edit button in the top ribbon to continue working.


 
[bookmark: TS_BA16B40BCFE743748B79A4C6F4597F30]Shopping Cart

	[bookmark: class_standard_table_53]Step
	Action

	38.
	The Edit button is clicked.


 
[bookmark: TS_1006E26876894B83A391E609991C5AD8]Shopping Cart

 
	[bookmark: class_standard_table_54]Step
	Action

	
	The second method for adding line items is direct entry into the Item Overview area, just as you would populate an Excel spreadsheet. 

	39.
	Standing mat is typed into the Description field.


 
 
	[bookmark: class_standard_table_55]Step
	Action

	
	Because standing mats reside in the same Product Category as standing desks, we can use the same number used for Line Item 1. If this were our first entry, we would click on the Possible Values button to find the Product Category number.

	40.
	44110000 is typed into the Product Category field.

	41.
	2 is typed into the Quantity field.

	42.
	EA is typed into the Unit field.


 
[bookmark: TS_3DB380E7D319480499A90DA8F9F390A6]Shopping Cart

 
	[bookmark: class_standard_table_56]Step
	Action

	
	From the quote we received from the vendor, we know the price of a mat: $60.00. Important: After entering the price, we must press Enter to validate our entries against master data.

	43.
	60.00 is typed into the Net Price / Limit field and Enter is pressed.


 
[bookmark: TS_EFA97E502F3D4F67A198D9CF8C48ACFD]Shopping Cart

 
	[bookmark: class_standard_table_57]Step
	Action

	
	With the validation complete, notice that the Product Category Description has been filled in and some additional cells in the row have updated. So, we used two different methods to enter our line items, but we have the same result for both: valid line items.


 
[bookmark: TS_C436EA1BC62C480E91343F38CD25A9C4]Shopping Cart

 
	[bookmark: class_standard_table_58]Step
	Action

	
	Time to save the cart again.

	44.
	The Save button is clicked.


 
[bookmark: TS_F672798F61A840C1BB62A7C269CB1BA3]Shopping Cart

 
	[bookmark: class_standard_table_59]Step
	Action

	
	The save was successful and we have been returned to Display mode. As before, we must click the Edit button in the top ribbon to continue working.

	45.
	The Edit button is clicked.


 
[bookmark: TS_B44BB149F2084167BFF691AA7204844A]Shopping Cart

 
	[bookmark: class_standard_table_60]Step
	Action

	
	To continue, we select the first line item and click the Details button to reveal additional information to view, add, and edit.

	46.
	The Line Select button is clicked for Line Item 1.


 
[bookmark: TS_7F4A291493E3452B8C4427DEF31FE5F1]Shopping Cart

	[bookmark: class_standard_table_61]Step
	Action

	47.
	The Details button is clicked.


 
[bookmark: TS_B3EDEAC817B540DD864847C9398F125B]Shopping Cart

 
	[bookmark: class_standard_table_62]Step
	Action

	
	Here we can see quite a bit of Item Data detail for Item 1 that we have supplied up to this point. On the left side under Identification, we see the item Description and Product Category number with description. In the upper middle under Currency, Values and Pricing, we see two desks at $490.00 each. And in the lower middle under Service and Delivery, we see that Tara Campbell is the Goods Recipient, which confirms the default setting we made earlier.


 
[bookmark: TS_5349A6BB324044FA80F620CE35AF8FA1] 
	[bookmark: class_standard_table_63]Step
	Action

	
	This Item Data tab may appear a bit overwhelming, but you won’t need to enter that much information. Remember that not every field is required in every case; just fill in what pertains to your situation.
 
Tip: Establish a consistent routine for supplying item details to maximize your accuracy and efficiency:
 
· Work through the line item tabs from left to right (Item Data through Sources of Supply/Service Agents)
· On each tab, supply information from top to bottom
 
That said, don't worry about missing details. The system's error messages will alert you to omitted and/or incorrect data.


 
 
	[bookmark: class_standard_table_64]Step
	Action

	
	Note that the Create Shopping Cart window has been automatically scrolled down to the Item Details area. To return to the General Data or header information, just scroll back up.


 
[bookmark: TS_79EEA911165244E5B5C7B75429713CF9]Shopping Cart

	[bookmark: class_standard_table_65]Step
	Action

	48.
	The Account Assignment tab is clicked.


 
[bookmark: TS_43D2C3FA7F244DBC886DADCF4B1ADF64]Shopping Cart

	[bookmark: class_standard_table_66]Step
	Action

	49.
	The Account Assignment Category dropdown is clicked.


 
[bookmark: TS_74BA96B532934114B681D7C0600D2FE6]Shopping Cart

 
	[bookmark: class_standard_table_67]Step
	Action

	
	The Account Assignment Category drop down menu allows you to choose from Asset, Cost Center, Order, and Work Breakdown Structure Element. In Shop OnLion, an Internal Order is simply referred to as Order in the Account Assignment Category. We will stay with a Cost Center and enter the Cost Center for our area.

	50.
	The Cost Center menu item is clicked.


 
[bookmark: TS_49ACD4F925DD4F5F939004CD4DEE2450]Shopping Cart

 
	[bookmark: class_standard_table_68]Step
	Action

	
	To identify a cost object, use the Possible Values button to search for one, or consult your financial office to determine the cost object you should use for shopping. In this case, we will enter the Cost Center we have previously determined to be correct.

	51.
	6537010001 is typed into the Assign Number field and Enter is pressed.


 
[bookmark: TS_9D1464298CFB434A8F5DBE68E6AE962A]Shopping Cart

 
	[bookmark: class_standard_table_69]Step
	Action

	
	To date, approximately 85% of product categories have been matched to the most likely General Ledger Account to classify the expense. You should always review the G/L Account to ensure it is appropriate for your purchase. If no G/L Account has populated by default, you must enter one, as this is a required field.


 
[bookmark: TS_D8085F86657D4110A8D2462EE9FDCCAB]Shopping Cart

 
	[bookmark: class_standard_table_70]Step
	Action

	
	Notice that the Account Assignment Description and Business Area have auto-populated from master data held in the system. This information is exactly what I will need to provide for line item 2. 
 
Clicking the Copy button will populate the clipboard and display it at the bottom of the screen. Then we can paste the information into line item 2 later in the process.


 
[bookmark: TS_AFA77350ADCE44ACBA8456C9B1A7839C]Shopping Cart

	[bookmark: class_standard_table_71]Step
	Action

	52.
	The Copy button is clicked.


 
[bookmark: TS_CE40BD0BC14942279041C253DA041140]Shopping Cart

 
	[bookmark: class_standard_table_72]Step
	Action

	
	The clipboard is opened and populated with the Account Assignment data.


 
[bookmark: TS_4DBCFC44B3B549ABB7577386C1A7BC6D]Shopping Cart

	[bookmark: class_standard_table_73]Step
	Action

	53.
	The Notes and Attachments tab is clicked.


 
[bookmark: TS_E7082AD556A14A9D94194EDB5369B8D3]Shopping Cart

 
	[bookmark: class_standard_table_74]Step
	Action

	
	As a reminder, all notes and attachments provided for a purchase should always be associated with line item 1, regardless of which line item they pertain to. Following this convention is important for the accuracy and efficiency of everyone involved.


 
 
	[bookmark: class_standard_table_75]Step
	Action

	
	There are three categories of Notes in ShopOnlion. Supplier text will be printed on the purchase order for the supplier. Internal notes are visible only within Shop OnLion (internal to SIMBA users). Your department may offer guidance for using Purpose of Purchase. For this example, we will add an internal note.

	54.
	The Internal Note button is clicked.


 
[bookmark: TS_0014B745CC7847689AE78D9DE1224705]Shopping Cart

	[bookmark: class_standard_table_76]Step
	Action

	55.
	Standing desks and mats for two employees. is typed into the Internal Note field.

	56.
	The OK button is clicked.


 
[bookmark: TS_0DDE319F79814D01A2CE5348C1CB3404]Shopping Cart

 
	[bookmark: class_standard_table_77]Step
	Action

	
	The Notes pane displays the text of our Internal Note.


 
[bookmark: TS_848E2EE54E714ED8A1FE5D6DE660A005]Shopping Cart

 
	[bookmark: class_standard_table_78]Step
	Action

	
	To avoid shopping cart rejection by approvers, shoppers should add attachments to free text shopping carts.  Examples of supporting documentation to attach include supplier quotes, item specifications, required university forms, and purchase justifications.

	57.
	The Add Attachment button is clicked.


 
[bookmark: TS_BA3962D0C94342328BF2220D0BD0D5E9]Shopping Cart

	[bookmark: class_standard_table_79]Step
	Action

	58.
	The Choose File button is clicked.


 
[bookmark: TS_C6F67E1D9EEE4FBDB8CAB61DA5B23AD8]Shopping Cart

	[bookmark: class_standard_table_80]Step
	Action

	59.
	The Quote for Computers Made Easy filename is clicked.


 
[bookmark: TS_695ED843976A474FA81860C8628884A5]Shopping Cart

	[bookmark: class_standard_table_81]Step
	Action

	60.
	The Open button is clicked.


 
[bookmark: TS_73E0D01FC2B34418ACB61BB0EC15CEA0]Shopping Cart

 
	[bookmark: class_standard_table_82]Step
	Action

	
	Provide a description for the attachment such as "supplier quote" or "sole source justification".

	61.
	Supplier quote is typed into the Description field.


 
[bookmark: TS_76555065C1994B2197F6961F30A0EAC5]Shopping Cart

 
	[bookmark: class_standard_table_83]Step
	Action

	
	Note the Visible Internally only check box.  Checking this box means only Shop OnLion users will be able to view the attachment.  Deselect the box if the document attached should be sent with the purchase order to the supplier.

	62.
	The OK button is clicked.


 
[bookmark: TS_555D32F679A24C089137A7504DAC8456]Shopping Cart

 
	[bookmark: class_standard_table_84]Step
	Action

	
	Note that the Attachments pane displays our file information.


 
[bookmark: TS_710FF50DB4A14EFBA9A358AB549A4188]Shopping Cart

	[bookmark: class_standard_table_85]Step
	Action

	63.
	The Delivery Address/Performance Location tab is clicked.


 
[bookmark: TS_E8913F51167A48BCBD127A537BC300C1]Shopping Cart

 
	[bookmark: class_standard_table_86]Step
	Action

	
	The default settings we entered at the start of this shopping cart, in the header, are showing. Nothing more to do here.


 
[bookmark: TS_CAFE5D43CB844A18B8BEFD8874081D33]Shopping Cart

	[bookmark: class_standard_table_87]Step
	Action

	64.
	The Sources of Supply / Service Agents tab is clicked.


 
[bookmark: TS_629A4CB459E14976A9C80D63C22B7201]Shopping Cart

 
	[bookmark: class_standard_table_88]Step
	Action

	
	Notice there are no suggested sources of supply shown, so we will proceed with identifying our preferred supplier. If Purchasing has negotiated a contract (available through PSU Contracts) that corresponds to the product category you have selected, that information may be presented here. If so, save your cart, record the contract and item numbers shown, and determine whether there is a more efficient method of purchase available through PSU Contracts.


 
[bookmark: TS_FF5FB3E6EAA14C0FAF6EE304BE06FF33]Shopping Cart

 
	[bookmark: class_standard_table_89]Step
	Action

	
	We will search for an existing supplier using the Possible Values button.

	65.
	The Possible Values button is clicked for Preferred Supplier.


 
[bookmark: TS_CCD99D9A06964CF4A2A61A63194FD8B2]Shopping Cart

 
	[bookmark: class_standard_table_90]Step
	Action

	
	The majority of suppliers in the database have their company name in the Name 1/Last Name field,  so we will select Name1/last name as the search field. 

	66.
	The Search Criteria dropdown is clicked.


 
[bookmark: TS_9298B537D6064322B0E293788F9BD7AC]Shopping Cart

	[bookmark: class_standard_table_91]Step
	Action

	67.
	The Name 1/Last Name menu item is clicked.


 
[bookmark: TS_F18EAB08B60F40D987BDB6E9537CCB1A]Shopping Cart

 
	[bookmark: class_standard_table_92]Step
	Action

	
	As before, we should take advantage of the asterisk wildcard character to avoid missing results.  We will look for all suppliers whose name begins with "Vari".

	68.
	Vari* is typed into the Search Term field.

	69.
	The Search button is clicked.


 
[bookmark: TS_BBBD67374C444ED6B244334130210184]Shopping Cart

 
	[bookmark: class_standard_table_93]Step
	Action

	
	Helpful Hint: If multiple results are returned, look for the name and address that most closely matches the information on the vendor quote.

	70.
	The Select button is clicked.


 
[bookmark: TS_2F6B49FAE8E34FA89275EEE19E23C5C1]Shopping Cart

 
	[bookmark: class_standard_table_94]Step
	Action

	
	We want this preferred supplier information for line item 2 also. Just as we copied the Account Assignment details earlier, we can copy the Preferred Supplier information. The one difference is that no button is provided. Select the supplier number, then use the shortcut keypress for Copy on your computer. For PC users, that is Control-C. For Mac users, that is Command-C. The keys should be pressed simultaneously.

	
	Control-C is pressed.


 
[bookmark: TS_AAB812EB255F48D1B9760D04A1D5871A]Shopping Cart

 
	[bookmark: class_standard_table_95]Step
	Action

	
	The Next Item and Previous Item buttons allow us to move to particular line items in the shopping cart.


 
[bookmark: TS_811A23D9B96D480699B7278C3C9625B6]Shopping Cart

	[bookmark: class_standard_table_96]Step
	Action

	71.
	The Next Item button is clicked.


 
[bookmark: TS_6A621E0ED7164EF0B431FE2599C27F9A]Shopping Cart

 
	[bookmark: class_standard_table_97]Step
	Action

	
	You'll notice when you switch to Line 2 that you're already on the Sources of Supply tab - let's go ahead and paste in that supplier number before we move to another tab.


 
[bookmark: TS_F20549FB8B5042D9BB1FC278D3C696E0]Shopping Cart

	[bookmark: class_standard_table_98]Step
	Action

	72.
	The Preferred Supplier field is clicked.

	
	Control-V (PC Paste shortcut) is pressed to paste in the entry.

	[bookmark: TS_D863AFD40AAD4C7199BB86B329204FBA]
	Enter is pressed to validate the entry and to populate the Supplier name.


 
[bookmark: TS_CFDCEF653E1E42339588ADAFAB74B178]Shopping Cart

 
	[bookmark: class_standard_table_99]Step
	Action

	
	Seeing the VARI SALES CORPORATION display confirms the Preferred Supplier validation.


 
[bookmark: TS_17E60CB8A03F4658AEE0B58DB86B1E55]Shopping Cart

	[bookmark: class_standard_table_100]Step
	Action

	73.
	The Account Assignment tab is clicked.


 
[bookmark: TS_44016F88BA3F43ED988601FE58BFDF14]Shopping Cart

 
	[bookmark: class_standard_table_101]Step
	Action

	
	Here is another payoff moment. The clipboard is displaying the Account Assignment information we copied there earlier, so we are going to click the paste button to easily input that information for line 2.


 
[bookmark: TS_9CA9FFFB28834BF78ABD825A89BF0BE2]Shopping Cart

	[bookmark: class_standard_table_102]Step
	Action

	74.
	The Paste button is clicked.


 
[bookmark: TS_EB89536DA2074638A0AEA270F5523C7B]Shopping Cart

 
	[bookmark: class_standard_table_103]Step
	Action

	
	Note the updated information following the paste.


 
[bookmark: TS_3C70621FECF547BEB4B80F8355A4DB1B]Shopping Cart

 
	[bookmark: class_standard_table_104]Step
	Action

	
	Incidentally, if you have account assignment data stored in the clipboard that you wish to assign to all line items in the cart, click the Change All Items button and all line items will be updated with the saved Account Assignment information. This includes the cost object as well as the general ledger account information.


 
[bookmark: TS_C50A2101B71D44418C85E42B4E4A3131]Shopping Cart

	[bookmark: class_standard_table_105]Step
	Action

	75.
	The Delivery Address/Performance Location tab is clicked.


 
[bookmark: TS_7EF646A6B74640358B85BDC3C3DDA6D0]Shopping Cart

 
	[bookmark: class_standard_table_106]Step
	Action

	
	Default Settings pays off once again. There is nothing to enter or change on this screen.


 
[bookmark: TS_F3EF8FA916C94FFEBA00E24C2AB559FA]Shopping Cart

 
	[bookmark: class_standard_table_107]Step
	Action

	
	With both line items complete, notice that no red-level error messages remain. Only red warning messages will prevent the cart from being ordered successfully. Yellow-level messages should be noted by the shopper, but will not prevent the cart from being ordered.
 
Nevertheless, we always want to run one last check before we actually submit the order. This refreshes the system’s error message status based on all information entered.

	76.
	The Check button is clicked.


 
[bookmark: TS_1110FC1E2AE4415F8B0C1E73BE1BB887]Shopping Cart

 
	[bookmark: class_standard_table_108]Step
	Action

	
	This shopping cart has no errors. Note the shopping cart number in the system status; it is a good idea to write this number down. Let’s go ahead and submit this order.


 
[bookmark: TS_9052B458330E4F41BCB570A3926DA99B]Shopping Cart

	[bookmark: class_standard_table_109]Step
	Action

	77.
	The Order button is clicked.


 
[bookmark: TS_EF71C47CB15E4703B564952B08A2BF86]Shopping Cart

 
	[bookmark: class_standard_table_110]Step
	Action

	
	This order has been successfully submitted into workflow for approval. One final tip: To close the Create Shopping Cart window, always click the Close button, not the X-box that closes the wIndow.


 
[bookmark: TS_B79FCB691D6641CCB54E3FEAB212D97A]Shopping Cart

	[bookmark: class_standard_table_111]Step
	Action

	78.
	The Close button is clicked.


 
[bookmark: TS_EBC3B7CFA1BB4BB5A78D5565545554C7]Requisitioning 

 
	[bookmark: class_standard_table_112]Step
	Action

	
	Back on the Active Queries screen, these items are showing a status of Awaiting Approval. This means the cart has entered workflow. The designated processor receives an email notification and will approve (or reject) the cart. After an initial review by Purchasing, the cart proceeds through a series of approvals related to budget and finance.
 
If at any point your cart is determined to possess incorrect or incomplete information (vendor quote not attached is a common example), the cart will be rejected back to you for correction. As resolving a rejected shopping cart is beyond the scope of this simulation, see the SIMBA Short Resolving Rejected Shopping Carts. Note that only fully approved shopping carts are sent to Purchasing for sourcing onto a purchase order. 


 
[bookmark: TS_A5622E746C224321874ECC69EFEE7E45]Requisitioning 

 
	[bookmark: class_standard_table_113]Step
	Action

	
	Remember, if you don't see your cart listed on Active Queries, click the Refresh button to get an updated listing. If you still don't see it listed, it may be that search criteria (accessed via the Show Quick Criteria Maintenance button) are restricting your display and need to be cleared. Look in the Training Resources section of the SIMBA website for the SIMBA Short Using Quick Criteria Maintenance for more detail.


 
[bookmark: TS_D3048BD85ED94123B2A87DC4E055F86A] 
	[bookmark: class_standard_table_114]Step
	Action

	
	The Four Step Shopping Process
 
Step 3 of the shopping process is now complete. Occasionally, you may make a mistake in data entry, or forget to provide an attachment, that causes your cart to be rejected back to you to resolve the issue. Generally, though, you can expect that the cart will proceed normally through the approval process, that a purchase order will be created and submitted to the supplier, and that soon your goods will be delivered to you (or the designated Goods Recipient).
 
1. Configure Shop OnLion Settings
2. Search for Item Availability
3. Create Shopping Cart (Lion Marketplace, PSU Contracts, or Free Text)
4. Provide Goods Confirmation upon Goods Receipt
 
· See Goods Confirmation (to learn the fourth step in the shopping process)
· See the SIMBA Short: Resolving Rejected Shopping Carts (to learn how to correct a rejected cart and get it moving forward again)


 

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
June 12, 2021
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